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This handbook provides guidamon tle management of Historical Progms and tle preparation of orga-
nizational hstories aml other historical poductswithin Air ForceSpace CommandTheinformation con-
tained in ths guide is not designed to repace or to repeat the information contained n Air Force

Instructions 84-101, 8-102, 84-103, 84-14) or 84-105. Neither does it tke preedent owver this com-
mand's supplements those instructions. While some repetitin of information is unavoidable, the pu
pose of this guide is mainly to clarify and expand yoon the information contained in instructions
govenmning the Air Force Histoy and MuseumsProgram. Its seconday purposeis to provide a standrd-

ized basisipon which ya and the Headquartem&ir Force Space Command histms can asessperi-

odic hstories, other puldications, and progam management. Finally, the guide provides you, the unit

historian, with advice and gdance on taining, office administration,and othe topics.

The appendices to th guide provide sgific, detailedexamgdes of sandardized reports, unit history
appendics, ard other documers, as well asfurther iformation. Comgiance with these examples is
required. The Air Force Space Commandigtbry Office reviews of unit histories ad program
administraiton will be baed a conaete, evenly applied, objective standardrhis handbodk does not
apply to the Ai Force Reserve or Air National Guard. These of the name or mét of any specific
manuacturer, commeical product, commodity or service in this publication does imply endasement
by the Air Force.
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Chapter 1
WRITING PERIODIC HISTORIES

1.1. General Writing periodic organizational historiesis the primary function of wing, numbered air
force (NAF),and maja commard (MAJCOM) historians. Lis our "bread ambutter.” We peform that
function at home uns whie in peacetime and at forward locationsduring coningencies and war.This
chapter éscussepreparation bpeacetime home unit histoes. Information mthepreparation bcontin-
gency @ combathistories appears later in this gujds well as in the instructions, guides, and checklists
prepared by faward location history diices. Asareminder, the infomation in this guice is na intended

to sypersede the requirements of Air Forceinstrudions. Itis a supplement to those instructions. In
instance®f conflict between tis guide andheinstructions Air Force instructionsake prece@nce.

1.2. Information Sources:

1.2.1 The most impdant aspect of wriing a solid nastive, whether an organizationalstory, spe-
cial study, essay, or mono@aph, isresearch. Until you identifynpmary source materials, locate them,
and obtan them, you cannot pperly begind® write. Obviously, finding and evaluating documeings
the first step in this regarch proces. While each topic will have documentsique to itslf, you will
generdly find letters, nessages, nemoranda, e-mail, reports, etc. Program phns (P-Plas), imple-
mentatian plans(l-Plans), and opationsorders(OpOrds) are also among tle various types oflocu-
ments you will find oraregular bais. Do not décount these becae they ae lengthy. Often, they
may lethebest sourcefor backgroundnformation and planning datayou cannot reayl discuss what
wert wrongin a paticular project withou knowing wha wasplanred.

1.2.2 Focus youinitial researchefforts an primary sources of infemation. A primary source isone
tha resuts from someones firsthard knowledge of an event, situation, or prodem. After-acion
reports prepared by action dficers, tip reports, memos from actionfafers b supervisors, and other
such docunents are pimary sources Interviews andconversatiors with participans are also pmary
source. Secondry sourcesare those prepaddy individuals nohavingfirsthand knowledge Sec-
onday sourcesnclude newgpaperand magazine ades.

1.23. Occasionally,these sources may befticult to obtain. Poject officers and offices are some-
timesreluctant to release infemation concernigtheir opeationsand activities, especialf when those
sourcegeveal problens. To ovecome this, prepare atcess letter signed by the directofr staff or
vice commander. Icentify yourself, your social seaurity number, your level of clearance, and your
function. The letteshoud alsostipulate that ya are to be grantedccess o all information conern-
ing operational anguppat activities Lp to the level of your clarance. Carry the letter with yoand
use itjudiciously togain acces when ther approaches haveifed.

1.24. Orders. Orders a@ among the irst type ofdocuments/ou must have foyour history. They
describe unit movemens, command danges, orgainzational changes, as vell as pesonrel and unit
awards. They are requied in all AF histories ashe first suppating document.Air Force Instruction
84-101 requires thathey be citedas SO-1,S0O-2, and soforth [see AFI84-101, Attachment 9]. Use
the followingcriteria to number pecial orars. SO-1 includes all G-Seriesrders publshed ly the
wing and its subordinatergups. Place wirg ordersfirst, then grop orders. Keep all aders for each
subordinate gup together and in numerical seqoe. For exampldeep all aderspublished by the
50th Support Goup together beginngwith G-1 and continuigto the end othe series.The same
will hold true for the logistics group ad others. Include the G-series ders authorizing awardand
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decorations such as the Air Force Achievement Medal, Air Force Commendation Medal, Air Force
Meritorious Service Medal, and Air Force Outstanding Unit or Organizational Excellence Awards.

1.2.4.1. Many times, numbered air forces (NAFs) and major commands (MAJCOMS) will pub-
lish orders affecting your organizations. For example, numbered air forces publish orders
appointing wing commanders. Major commands publish orders activating and inactivating squad-
rons and groups, and orders appointing numbered air force commanders, as well as actions con
cerning direct reporting units. Number these sequentially according to the level of the
headquarters. In Air Force Space Command, include all G-series orders published by the num-
bered air force and influencing your organization, if any, as supporting document SO-2. Include
orders published by Air Force Space Command that concern your organization, if any, as support-
ing documents SO-3, and orders published by HQ Air Force, if any, as supporting document SO-4.
When your supporting documents do not include orders issued by a headquarters, adjust number
accordingly [seTable 1.1].

1.2.5. Other Documentary Sources. You will find other documentary sources, such as those listed
previously, in unit and action office files, read files, and message files. When beginning research,
start at the top of the organization and work down. Review the files of the wing's command section
information management (IM) office. Working closely with these people, you will be able to identify
topics that may require more in-depth research. Additionally, you will find that, over time, the infor-
mation management folks in the command section may develop a sense for the types of informatior
and topics that you need for the history. They then can give you a "heads up"” or an early copy of
reports headed to or from the commander. Ask the IM folks to forward the transitory files to you,
rather than disposing of them, and ask to include your office in the routing for daily read files and
message files.

1.2.5.1. When researching subordinate unit and action agency files, establish rapport with indi-
viduals in a position to be helpful, then seek out those people when researching in their areas. Us
appointments, if necessary, to gain access to their data. Many offices are protective of their files
and do not want you fumbling through them. Play by their rules. As with the command section
transitory files, try to arrange to review their transitory materials (including classified documents)
on a regular basis. Follow similar procedures throughout the organization and you will find you
have more than enough primary source material to begin your history. Do not forget about con-
tractors. As the Air Force moves ever greater amounts of its support activities to "competitive
sourcing," historians will need to rely on vendors for documentation. Keep in mind, however, that
you cannot demand access to a vendor's files unless such access is specified contractually. Yo
must, therefore, cultivate good rapport on a personal basis.

Table 1.1. Supporting Document Numbers for G-Series Orders.

If Published By And Includes Number
Groups subordinate to theno orders published by wing headquarters SO-1
wing
Groups subordinate to theorders published by wing headquarters SO-1
wing
Wing Headquarters SO-1
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Numbered Air Force
(Wing Command orders)

no orders published by the wing or subordin
groups

a&BO-1

Numbered Air Force

orders published by the wing or subording®0-2

(Wing Commander orders) | groups

Major Command no lower echelon orders SO-1

Major Command no NAF orders; but wing or group orders SO-2

Major Command NAF and wing or group orders SO-3

Air Force no lower echelon orders SO-1

Air Force wing or group orders; but no NAF or MAJCQONO-2
orders

Air Force wing or group and NAF or MAJCOM SO-3

Air Force wing, group, NAF, and MAJCOM SO-4

Note 1: Group orders numerically by date and issuing headquarters.
Note 2: In footnotes, cite orders following this example: Special Order, [publishing headqu
[order number], [date of the order], Sup Doc SO- [as appropriate].

arters],

1.2.5.2. Comments that action officers, commanders, and other knowledgeable individuals make
on your drafts during review of the history can also be documentary sources. In many instances,
these comments illustrate a perspective that may not have otherwise been clear, or may represent
a viewpoint that contradicts other data. Treat these as any other source document. They may be
cited as: Comments (U), 50 SW/XP, on Manuscript (U), 50 SW History, Jan-Jun 97.

1.2.5.3. Attending staff meetings, wing stand-up, and others will also provide you with informa-

tion helpful to preparing your history. While it may not be necessary to take volumes of notes dur-
ing these meetings, you should, as a minimum, listen for important discussions and topics and
write down the name of the person presenting the information. Then, you can contact these indi-
viduals for documented or verbal information on those topics deemed important. They may also
point you to other important topics.

1.2.6. Feeder Reports. Feeder reports appear in a number of varieties. They share, however, one dis-
tinct characteristic; they are not primary sources of information. Feeder reports include any document
or report created at the request of the History Office to document the history. This definition does not
include those reports or documents already prepared and of which you receive copies. For example, a
memorandum from the Manpower and Quality Office to the History Office titled "1999 Wing History
Inputs,” is a feeder report. Rather than using this memorandum to document the history and citing it
in a footnote, use it as a research aid to finding primary source materials. Do not use feeder reports to
document an organizational history.

1.2.6.1. Here are a few final notes on documentary sources. When seeking a document that may
or may not exist, ask yourself: "If | were a document on this topic, what would | be, what would
be my subject or title, and where would | be located?" Although it may sound silly, you will be
surprised how often that will help you to identify additional sources of information. Determine
which periodic reports you use for each history and contact the office of primary responsibility
(OPR) for inclusion on automatic distribution. These periodic reports include monthly logistics
and maintenance reports, monthly personnel strength reports, financial working group and finan-
cial management board minutes, and a variety of others. In addition, attend meetings dealing with
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topics discissed in you histories. By attendingyou will learn morebackground infamation,wit-
ness dedsions ofinterest to that paticular program, and you may begin to receive the nmeeting
minutes on automatic idtribution.

1.26.2 Use your uit's pevious listories. These provide backgrodimformation for on-going

projects, details of previous activities and problems, artdtistical data for compative puposes.
They are an invaluableource d information. Table 1.2.provides examplesf routine documen-
tary sources availablto al AFSPChistoians. These topiasiay ke supported ¥ additional doc-
uments nolisted here.

1.2.7. Non-documentary Sourcedrsf1]. Non-documentary sources mainly refer to interviews and

conversations. In the caseof interviews, whentime permits transciibe te interview and have the

interviewee review, carect, ard sign the trangipt. Then use the transcript asuppating document.
If time dbes not prmit, cite the nterview and inalde the reorded tpe as a supporting doament

Air Force Instructon 84-101 containsinstiuctions for non-starard sypporting documents suchas
audio awnl videotape.

1.27.1. Conversations are another non-documentary source of information, kut one for which

you reed toexercise caution. f you all the 34lst Smce Wing Standrdization and Evalation

Division chief to disces a terd in no-noticeevaluationstake careful notes. kke sure you ab

recard the @rson's name, the date, and the tinighe call. Such convertions may be citedsa
Conversation (U), TSgimmy Crackcorn, 50 SW/HO, witht Col Jim Bem, 50 SW/CVI, subj:
Wing Exercisas, Jan- Jun 98, 7 Jul 98, 1400.

CAUTION: Becareful. Second-hand infanation, espaally oral information, isoften of ques-
tionable reliability. If you must use a conversation a@arce d information, makesure theindi-
vidud was a pimary participantin the event or qoject that you e discussing. Also,ensure the
note contains the appropriate clasification and downgade or declasification information. Thisis
critical for informatian obtained verbally.

1.2.7.2 Finally, you may witnes some eents corsidered important to your unit anddse hstory.
There may be no documentary, audio, video, or photographic evidetimseoevens. So, how
do yau handlethis? Take ndes of occurerces and cite your notes. Conduct mitews with gi-
mary participants and those involvadplanning. Trarscribe theinterviews and usthe transcript
asa supporting document. As atl@aesort,cite your attendance at teeent, including dte, time,
location, and the name# other atendees or witnees who can verifyheevent. For clasified
eventsjnclude allneessary markings, including clasification authority,declassification instruc-
tions, and date. Thee instances wlilbe extremely r& The bottomihe, however, ighat"Per-
sona Knowledge of the Historian" isnotan adeqate source citation.

Table1.2 Standard Documentary Sour ces.

TOPIC Documentation

Mission Statement Designated Opeational Capability StatementOrganiza-
tion ard MissionDirectives

Command/OrganizatioGhanges G-Seaies OrdersCommandOrganiztion ChartBook

Budget/FinanciaData FinancialWorking GroupMgt GroupMinutes
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Construction Data

Facilities Working Group Minutes; Real Property
ports

Re-

Status of Resources & Training

Monthly SORTS Report (Wing Command Post)

Authorized Military Manning

Unit Manpower Document

Authorized Civilian Manning

Civilian Employee Cost Mgmt Committee Mtg; UWnit

Manpower Document

Assigned Civilian Manning

Civilian Employee Cost Mgmt Committee Mtg

Assigned Military Manning

Monthly Assigned Strength Report from MPF

Crew Strength

Squadron Monthly Reports

Crew Training

Monthly and Quarterly Standardization and Evaluation

Reports

Weapons System Information

SORTS documents, FMIS Reports (required if pr
by the unit)

bpared

Other Topics

Previous Unit Histories; Reviewer's notes or comments

SOURCE: Information derived from various historical reports of AFSPC units.

1.3. Getting Organized - Preparing To Write:

1.3.1. Now that you have completed your initial research _. Yes, initial research [you will find that
you have to go back to a number of agencies to look for additional information to fill in blanks], which
was based, naturally, on your initial topical outline. What! You did not do an outline. If you review
past histories, you will notice that some topics appear in every report. Start there. Then, add any top-
ics of which you are aware. Finally, circulate this draft outline to the staff, groups, and squadrons for
their inputs with a specified suspense date. Ask them to identify a point of contact for any additional
topics they include. Make sure you include those topics required by HQ AFSPC/HO. Be aware as
you conduct research and select documents, you need to know "who, what, when, where, why, and
how" for included topics.

1.3.2. Selecting Documents. Document selection plays an important role in the overall usefulness of
your history. A solid document collection cannot only verify the information you present, but can add
significant details that you, as the writer, do not have the time to explain. Perhaps the most important
item to remember in document selection is to make sure that your supporting documents consist
mainly of primary sources. Another general rule of thumb is that you cannot have too many support-
ing documents, provided you have chosen documents of value to the topics you covered. Ask yourself
these questions:

1.3.2.1. Does this document accurately describe the event, problem, or project?

1.3.2.2. Is the document valid (signed, dated)? [The signature test does not apply to electronic
documents (including e-mail) or draft versions of a document. Quite often, the whole story is evi-
dent only from a series of drafts.]

1.3.2.3. Does the document provide details not available elsewhere, present a differing point of
view, or provide verification of other information?

1.3.2.4. If you answer "yes" to these questions, keep the document. While you may not use it, or
even discard it later, it's better to have it and not need it than to need it and not have it. However,
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if you arswer yes to thge quetions concerning your document, you probably should include it as
asuppating document.

1.3.3 Organizing Deuments. Nav that yai havecompleied your iniial research, it is time 0 begin
to prepare to wrie. The firststep is b get aganized. If you've followed the drections of AFI 84-101,
then you have alreadgtablished resarch files for you histories. Documenghould befiled there as
they are collected, espally those documents you have received through automaticlaison. You
cannot plarfor every eventuality, hogver, and some topiosill not be established in you filing sys-
tem. As yau sort documents you have collectedentify new topics, labelfolders, ad file your doc-
uments accordingly.

1.3.3.1 Asyou file, you will probably notice thasomesourceshawe information @ severa (or
many) topics. This can bespecally true ofinterviews wih commandeas and with montly "how
goesit" or "commander's atus’ reports. These sources normally progideneral infomation on
a host 6 items that inelve the unit Pehaps thebest way b handle theseés to treat thensepa-
rately, filing them & if they were therselves a topic The advantage bthis arrangementsithat
you will keep all the reports togther. The dadvanage isthat as you write one topithen
anoher, you will need to refer back to these documentsto deermire if they contain significant
information. To avoid thatas mudt aspossible, incluce in the folderalisting of the mat impor-

tant topics dscussed in the repds or memorandaRefering to this sheet will savetime.

1.33.2 Before weleawethissection, there's oamore noé on research. Prepare a rearch mem-
orandum--a listing of topickovered in the Istories and your sources offormation fa those top-
ics. Include the names d individuals, teleplone numbers, email addressespr any other
important iformation. This will not only help you b remembefrom whence you informatian is
deived, bu will assist those who follow you. Be sute keep itcurrent,and filea copy in your
continuty binder.

1.4. Writing The History - Chapter Requiremerts:

1.4.1 Now, write the history.That statemenseemssimple enough. But g? What format will you
use? Should you write the history in order, chapter by chapter and sdion by sedion? Air Force
Space @mmand NAF and wig historians shoud use a bapter-based forma for their histories as
de<ribed.

1.4.2 Front Matter. Air Force Instruction 84401 establishegequirements fothe front matter
included in organizational histories. Make sire that yur histories omply with the mamatory

requirenments forcontentand formatestablished in the irstruction. TheChronolog shauld include

significart local event affecting operational activityquality d life, or aher important aspect®f the

unit's relatiorship with the civilian community The inclision of an Executive Sumary for semian-
nual am annual hstories is highly enouraged. This brid summation othe mostsignificant events
discusdin the rarrative provides an excellent "quick reference” for commarders, staff, and aher

reseaches.

1.4.3 Chapte I, Mission,Command, and OrganizationSef-explanatory.Discuss tle wing's official
mission asdescribed n AFSPC msson directives (AFSPCMDs) in the 5-series ard Air Force Mis-
sion Drectives (AFMDs). Forsome unis, these may be clasfied. However, sincalefining the unt's
mission isan important pelude to dscribing mision-related ativity, do not wse the clasification as
an excwge not b cite these valuablgources. Includechangesn mission responsibilites.  nore, so
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state. In the first history of the calendar year, provide an expanded mission statement. Discuss mobi-
lization requirements, if any, and other factors such as commitments under the Single Integrated
Operations Plan (SIOP) or other wartime or contingency plans. Use unit designated operational capa-
bility (DOC) statements to define mobilization requirements. When possible, include a description of
the commander's viewpoint of the mission. Gather this information through an interview or question-
naire.

1.4.3.1. Discuss administrative and operational command relationships. For example, missile
wings explain the relationship between the wing, its numbered air force, and US Strategic Com-
mand, as well as AFSPC. For most units, this information (and organizational diagrams) can be
found in the AFSPCMD 5-series. Discuss the organization's relationship with other commands
and organizations such as Air Combat Command, whether a host unit or a tenant. Include com-
mand changes and, if available, the commander's philosophy of command and priorities. Consider
what the new commander changed and what influence the changes had on the organization and
mission.

1.4.3.2. Discuss organizational changes implemented and planned. Show what, if any, conse-
guence these changes have or had on the unit's mission activity (how or how well the mission is
performed). Discuss, from the unit's perspective, the reasons for unit activations or inactivations
and the creation or elimination of agencies or offices. If the organization opposed such changes,
explain why, and detail any proposed alternatives as well as advantages of one structure over
another.

1.4.4. Chapter Il, Operational Activities and Crew Training. Since the focus of the history is the
unit's mission, it is logical that the discussion of mission activity comes early in the narrative. Any
discussion of operational activity must first explain the operational system. Whether missiles, satel-
lites, radar systems, or aircraft, describe your organization's operational systems (including helicop-
ters for missile units). Indicate numbers of authorized and assigned (when appropriate) and backup
inventory (for aircraft or satellites). Space warning and space control organizations discuss the avail-
ability of resources (radar systems, AF Satellite Control Network, and satellite constellations) as
appropriate. 21st Space Wing include data on operations involving the Defense Support Program
constellation, including the status of the satellites. 50th Space Wing include status of constellations
and operational activities involving satellites controlled by 50 SW units. Space launch organizations
(30 SW and 45 SW) include data on launch pads and their operational readiness. Discuss statistical
trends or significant fluctuations, detailing causative factors and actions taken to correct deficiencies.
Include coverage of specific, critical equipment needs to support mobilization requirements.

1.4.4.1. After describing operational equipment and facility requirements and status, provide
information on crew requirements. Discuss the number of crews authorized, assigned, and mis-
sion ready, explaining deviations. Describe crew composition and responsibilities. Provide anal-
ysis of trends or significant fluctuations in crew strength. Indicate the number of crew personnel
in training status and describe local, NAF, and MAJCOM training requirements. Discuss staff
involvement in training and mission operations, including the mission-ready commander program.
Units with assigned aircraft (including helicopters) include this information for aircrews. Use
standardization and evaluation data to illustrate the effectiveness of crew training programs.

1.4.4.2. Once the operational systems and crew requirements are defined, discuss the unit's ability
to use those systems and crews to fulfill mission requirements. Discuss the status of resources and
training (SORTS) data or C-Ratings for tasked organizations, explaining reasons for reduced com-
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bat capability, trends, or fluctuations in ratings. When the commander's assessment varies, indi-
cate reasons the commander raised or lowered the rating. Use periodic Status of Resources ar
Training Reports submitted from the units, through the command post, to numbered air forces and
major command as sources.

1.4.4.3. Organizations with assigned aircraft discuss flying hour programs by aircraft type. Indi-
cate the number of hours allocated each quarter and the number of hours flown by mission type
(e.g., training, mission support, search and rescue). Explain reasons for flying more or fewer
hours than allocated. Identify and explain trends or significant fluctuations. Include tables,
graphs, or charts to show the data for the current period and to illustrate trends carried over from
previous periods or unusual highs and lows.

1.4.4.4. Include in this chapter discussions of operational assessments and exercises, including
Glory Trip, Short Sprint (or other local exercises), Global Guardian, Guardian Challenge, and
higher headquarters directed exercises, including Command Post exercises. Compare data wit
previous exercises and evaluations to determine trends and discuss. Provide specific informatior
on recurring discrepancies and unit actions to correct deficiencies, even if the actions were unsuc:
cessful. The unit's Exercise Evaluation Team (EET), the Plans and Programs Office (XP), or
Inspector General (IG) are the most likely sources of such information.

1.4.4.5. The operations chapter must also include discussion of operational effectiveness and test
ing when such is conducted. If follow-on operational testing and evaluation (FOT&E) is con-
ducted for hardware, software, or other operational systems, discuss the evaluation results. Not
problems identified and steps taken and planned to correct these. Discuss modifications to opera
tional systems hardware and software and the planned benefit to the system and mission effective
ness.

1.4.4.6. Operational activities must also include the organization's involvement in special opera-
tions, such as support to contingencies. Special operational activities will likely involve space

control, space launch, and space warning units. However, as a host unit, some missile organiza
tions may become involved in special activities. The 341st Space Wing's involvement in the X-33

project is an example. Describe the organization's involvement or activities in unplanned or

non-routine events, projects, or operations. Because mobilization may be part of the organiza-
tion's mission and stipulated in DOC statements, indicate the number and Air Force Specialty
Codes (AFSCs) of personnel deployed in support of various contingencies, such as Joint Endeavo
and Northern Watch. This may be included in the personnel section of the final chapter, at the dis-
cretion of the historian.

1.4.5. Chapter lll, Logistics Functions. Logistics is an essential ingredient in a unit's ability to fulfill
its mission tasks. Logistics includes maintenance, transportation, supply, and contracting functions.
Each of these is vital to operational activity. So, in the logistics chapter discuss these topics as the)
relate to your unit's operational systems and its defined mission. Cover mission capable data for oper
ational systems. Identify causes of system downtime, whether maintenance, supply, hardware, o
software related, and steps taken to correct deficiencies. Discuss developing or identified trends ir
mission downtime and the effects on the unit's mission readiness or capability.

1.4.5.1. Include data on supply effectiveness, as appropriate. This includes the influence of sup-
ply activity on mission-capable data (e.g., aircraft awaiting parts) for operational and support sys-
tems (including important vehicles, such as security forces and snow removal vehicles for
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northern misile units). Discuss changs insupdy procedures, such as closure of theabeservice
store and local puchasing of supplies anthe effects & thesechangs an mission support.

1.4.5.2 Identify impor@nt transporgtion actvities that directly sugport the unit's primary mis-
sion function, and discuss whether that support met the reeds of users. Identify problems and
solutions danned and taken. Include stdisticd data eveding vehicle in-commission ites for
those vehiclegypes drectly supporing mission activity. As alwag, look for developing or exist-
ing trendsby comparingcurrent geriod data wih the pat.

1.4.6 Chapter IV, Base Suppd Functions.Finally, base supparfunctions, such asnancil matters,
personneland facilities, also influence the unit's ability to conduct missioskéd activiies. Discuss
these topicsn Chapte IV. Remembethatthefocus is m the irfluencethesefactors had nthe unt's
ability to cary out its pimary missiorfunctions. How will "competitive soucing" and privatization
affect the mission? He many peopleare affected, ard how will reductions be caed out? Discuss
theunit's authazed and assigned strenigin terms @ officers, enlisted pesons,civilian empbyees,
and contractor persoanwhere appropate. Include disussion and monthly datindicating the num-
ber d personnel deployed tsuppot various contingence if not covered in the operations cpter.
When you unit is also the hat unit atan AFPSCbase, include overdlpersonnenumbes for tenant
units.

1.4.6.1 Budgetary discssionshould include cuent fiscal year data, comparisonsth prior year
budget authority, explanationsof increased or decreased hudget authority and the influence on

mission ativity. Discuss the unit's approach to budget manageto offset potentiashortfalls,

indicating whether those approaches weae succeskil. Show how the unit managed unfunded
requirements thainfluened mission activity. Discuss unit fundsreprogramming ationsand rea-
sons fo those actions. As alays, your focus is on tle organization's ngsion, sdook for the con-
nectionto mission activity. Did the urt have enough moneg meet mision requirements andf,

not, how did the organization's maeagent admirster the budgetd get the most effective use of
the funding provided?

1.4.6.2. Facilities discussion shutd not be limited to constructionMoreover, in-depth coverage
of constuctionactivity is not always \arranted. Here, euate orrgoing, plannedand completed
construction projectsin light of the sipport they provide to mission adivity. For example, a
two-page namative on a ew bowling center is not nessrily as impatant as the construction of
an operational suppdrfacility or atechnical suppdrfacility. However, if there were significant
contactual corsiderations or posible legd liabilities involved with tle construction of the bowl-
ing alley, then pesentthe data.

1.4.63. Under facilities, nmlitary family and unaccompanied persainel housing concems have
become impdant quality-d-life issues Include coverage damily and unacompanied housing
construction ard renovation that discusses the reasons for renovations or new construction.
Include da& on ocupancy rateand timesbetwea occupants if ya are the hog unit. If nat, indi-
cate that the iimrmation may berds available nthe host uit's histay. Remember thdgcilities
include infrastructure castructionsuchas road, water ad power dstribution, and recreabnal
areas.Provide speific details n AppendixF.

1.4.7. Back Matter. Aswith front matte, AFI84-101 stipulates requiements fo material following
the narrative. Remembe that abstractare no longe mandatory. However, they are usdhdlsfor
researchers afey provick aguide b the infamation containedniyour history. Therefore, they are
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highly encouraged within AFSPC. If you include an abstract, follow the format shcAttach-

ment 1. Appendices are required in all histories and will follow the appropriate formats and order
listed inAttachment 2 throughAttachment 21 of this guide. When an appendix does not apply to a
unit, include the appendix title in the table of contents and cite "not used" in place of the page number.
Although some appendices may not be used, maintain lettering as shown in the attachment.

1.5. Writing The History - Style And Format:

1.5.1. We all learned at the Historian Apprentice Course to write the history in a narrative style.
However, that direction came with very little explanation. What is the narrative style and what does it
look like? This section will describe the narrative style, give examples, and provide additional infor-
mation on required formats.

1.5.2. Style. The narrative style is, simply stated, a storybook style. Write each history, whether the
organizational history, heritage pamphlet, or special study, as though you are telling a story, not
merely citing facts. Do not try to write the report as though it is a technical manual. Write in your
own narrative style. Trust your individual talents and capabilities. There is no prohibition on creativ-
ity in organizational histories, or in historical writing. However, there are some limits. Be creative
without being "flowery." Be yourself; but be precise and objective.

1.5.2.1. To develop the narrative style, consider several important factors. First, a story (note that
history ends with "story") has a beginning, a middle, and an end. So too, should your history. So
too, should each section and individual paragraph in your history.

1.5.2.2. Each history, section, and paragraph should also have a central theme around which th
story is developed. For your organizational history, the theme is mission activity. Hence, all writ-
ing should explain the influence of the topic on the mission. The following paragraphs, with foot-
notes, show examples of how the central theme of mission activity is woven throughout the
history. Specific references to mission activity are underlined.
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Figure 1.1. History Narrative Example #1.

(U) Determined not to lose the capabilities extant at INDI,* Colonel
Worden pressed for retention of the station based on unique site
capabilities, network capacity, location, cost, and politics. The 50th
Space Wing’s leadership had expressed for nearly three years its
concerns that the closure of the Indian Ocean Station would negatively
influence critical first acquisition support of newly orbited satellites,
especially those in the Defense Meteorological Satellite Program (DMSP).
While first acquisition support responsibilities for other systems, such as
the Global Positioning System and Defense Support Program vehicles,
could be transferred to the Guam Tracking Station, DMSP vehicles were
not visible to Guam .

(V) After the closure of INDI, this would leave first acquisition functions
to the Telemetry and Commanding Station (TCS) at Oakhanger, United
Kingdom,,,,,, and would add 15 minutes to the initial acquisition timing.
The additional role for Oakhanger, and the realignment of network
support loading within the common user element of the Air Force Satellite
Control Network, also would result in estimated increases of 15 and 16
percent in the work load for the A and B sides of the Oakhanger TCS,
respectively.* Whether the increase in work load could be absorbed
under the existing operations and maintenance contract was not
immediately clear.

" INDI was the Air Force Satellite Control Network Callsign for the Indian Ocean
Station.

% Ltr (U) w/atch briefing slides (U), 50 SW/CC to 14 AF/CC, “Site Closure,” 11
Sep 95, Sup Doc 58.

® History (U/LIMDIS), 50th Space Wing, Calendar Year 1995, pages 14-15,
information is not limited distribution.

* Ltr (U), Squadron Leader N. J. Phillips, 1001 Signal Unit, Royal Air Force
Oakhanger, to “See Distribution,” subj: Increase in Network Loading - TCS
Oakhanger, May 96, Sup Doc 59. Because TCS Oakhanger operated under an
Operations and Maintenance (O&M) contract separate from the National
Support Program (NSP) contract, negotiations between the 50th Space Wing
and Lockheed Martin, the NSP contractor, had no bearing on Oakhanger

1.5.2.3. Notice that the bulk of this narrative focuses on mission requirements--the acquisition of
newly orbited satellites--and the effect the closure of the station was expected to have on that
requirement. These paragraphs appeared in the 50th Space Wing's 1996 history under "Organiza-
tional Changes." The writer described how a planned organizational change could influence the
conduct and effectiveness of the unit's mission. The concluding sentence presents a secondary
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thought and indirectly ties the organization's budget to the mission. This link is further defined in
the footnote following the final paragraph (footnote 4).

1.5.2.4. Notice, also, that the writer has used internal footnotes. These notes clearly define the
sources of the author's information or provide necessary supplemental information. A reader can
judge by the placement of the footnotes which information is derived and which is the author's
assessment, analysis, or further commentary. While the use of footnotes at the end of the para
graph is acceptable, footnotes internal to the paragraph can be more helpful--especially in classi-
fied histories--by immediately identifying derivative information.

1.5.2.5. In the next paragraph, again the author has provided an excellent example of how to
maintain focus on the central theme of the organization's mission. This author, discussing treaty
ratification and the effects on the organization, chose to directly tie the discussion to the mission
theme by his choice of first sentence in the quotation.

Figure 1.2. History Narrative Example #2.

(U) ... there were many implications for 20 AF. First, there was a limit
lower than START-I for the number of attributable warheads the US and
Russia may possess by December 4, 2001. ...Second, START-II required
that the United States download all Minuteman 111 ICBMs to a single reentry
vehicle. ...Third, the START-II prohibition [against] ICBMs with more than
one reentry vehicle would result in the removal of the Peacekeeper missile
fromits silos at F.E. Warren AFB and the subsequent elimination by
implosion of these silos prior to 1 January 2003.*

7 Ltr (U), 20 AF/XO to 20 AF/CC, “ XO Input for Letter to General Estes” 21 Oct
96, Doc - 9; Itr (U), 20 AF/CC to AFSPC/CC, “Twentieth Air Force Commander’s
Report,” 15 Feb 96, Doc - 29.

1.5.2.6. In the example above, the author has already explained the 20 AF mission of providing
capable forces to appropriate commanders. This quote reveals that the implementation of
START-II treaty requirements will require changes in the performance of that mission. Peace-
keeper missiles will be eliminated and Minuteman llis will be reduced to a single reentry vehicle.
This reduction in forces will require changes in mission responsibility. Although this paragraph
does not spell out the changes that were expected to result from the reduced inventory of weap
onry, later paragraphs continue the coverage and provide those details.

1.5.2.7. In the preceding paragraphs, the authors have used direct and indirect guides to the cer
tral theme of mission activity. This theme carried through the entire histories of the organizations
as the authors continued to link their coverage to the unit's operational requirements. The inclu-
sion and repetition of key phrases such as satellite command and control, tracking, and Air Force
Satellite Control Network in the 50th Space Wing's history continuously remind the reader that

these are the primary components of the unit's mission. Providing a direct link, the author may
write: "Although the 341st Space Wing's direct budget authority for fiscal year 1997 failed to

reach levels authorized in previous years, the inactivation of detached operating locations and
other programmatic changes allowed the organization to continue to meet mission requirements."
In this sentence, the writer has identified the sectional theme of "budget" and reminded the readel
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tha the history's main theme is the mson. Otherkey wordsor phrasesupon which the author
can build in this exampge include "fiscal year B97," "autorizedin previousyears," and
"changes."

1.5.28. Here ae afew final notes orfiormat. Avoid splitting the nmerical designation ba unit
andtheunit's name between lineUse contol-shift-spacelar (in Word for Windows ad Word-
Perfect) to pu a non-breaking spa&e in the &xt. Use histo avoid spliting the date aad math
between lines and to avoid sgitting rank and first name or rank and last name. Use ©n-
trol-shift-hyphen to creaé a non-leaking hyphend avoid splittingsuch termsasB-52, KC-135,
or otherhyphenated text.

1.53. Voice and TenseWe al learned that histges areto be writen in the active voicepast tense.
However, many times the use of gas voice seemdifficult to recognize. Additionally, many é our
commanderand othes wio review the draf manuscript change pasn® to present tese. Gemr-
ally, you can giethese people examples why presenttense is not used:The mision of the 341st
Space Wing is to maintain combateady faces_." This is obviously pesent tense and is ntbte cor-
rect style. The reasonebause next yeary @0 years fran now, the organiztion's mision may not
be the sameln addition, you are viting about a periothat has ended.You would not wite, "During
the period the wing's mission is...” Usepresnt tense ONLY for statemets that will not chamge.
"Cubais an island." Cuba is likely teemain an slandfor as long as weare to think about. Irthis
instance, pesenttense is apprajate. Imagire how embarrased are thosehistorianswho wrae such
statements as:The Soviet Union casists of Rissia and 13atellite counties under thengmmary con-
trol of the Politbwo." Becuse tle Soviet Union no longer exist the statement is no longer accurate.
Had the author usé@onsisted'the satement woudl still be true.

1.53.1 There aeacouple ofwaysto identfy pasive sentenesin addition to using tle grammar
check included wit your wod processing software. #st, look for the pat terse d the verb "to
be." If you have aentence using the vb "was" itis probably pasve. Additionally, lod at your
action verband dg¢ermine vhether the etion is being doa "by" someone or soething, or
whethersomeone osomething is doing the actionFor example; The resue was completed by
the crew of aircraft 80234 without further incident.” This is aggsive ser@nce. Moving a few
words makes itetive voice. "Thecrew d aircraft 80-1234 completkthe rescue withouurther
incident.” Your writings should nbcontan more than one-thil passive £ntence. As your wit-
ing style matures, thishould ecline to gproximately 20 perent, or less. Experienced mers
use the massive voie to slow the reader downat particular pointsn the text. Too maly pasive
sentegeskeep the readeat a snail's pace ahimpede unerstanding am clarity.

1.54. Fomat. Air Force Space Commadihistorieswill be written usinga standardmanuscript for-
mat with chapers identfied previously. Variaions or excepons to the chaprs listed must be
requested in wting, fully justified, and apmved by HQ AFSPC/HO. All paagrapts, tables, charts,
and otherillustratons will bearclassifcaton markings. Indude downgradce and dedassificaion
instructions onchatts, tables, and other illustrations, whether they appear in the narrative or in the
appendics.

1.5.4.1 While much ofthe famatting d you histories is lefto you discretionthere ae some
items we need to sandardize. Thevery first rde is folow the guidance esthlished in
AFI84-101AFSPC1. Once those requiremerdse met, se yourown godal judgment. Howe\er,
do not go oerboard. Strive foa professonal-looking, easily read product. Keep in mind hat
these repots will be miaofilmed ard smal text isextremely dfficult to view onfilm. Use
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12-point type for narrative gragrapts, front and kack matter, chrts, tablesappendicesgtc. Foot-
notesand source citationswill be at least 11-point,although 12-point is reommended and pre-
ferred Larger typemay beused for chaptey section, and sibsection titles.

1.54.2. Avoid stringhg cherts, &bles, and otér illustrations togeter without intervening text.
The wse of illustrations within thetext should be limited to instarres when thillu stration (chart,
graph, photo, otable, etc.) serveas add understandind=orexample, when desribing a Minute-
man missile alet facility, an illustration will help the reader understancetharrative by providing
a viswal referene. Similarly, a description of eganizational structure isnade mae understand-
ableto thereaderwith an organizational chart. However, arraive paragaph examining disci-
plinary trendsand indicating a specific numberf disciplinary actions need not be flmwed by a
table n the narrative.The table would ndikely add to the reader's undersinding, and therdore,
should be included in the appersiicwith only a reference to the table aggh noted in the rar-
rative. On the other handhoud the dscussion of discipline focus @ a developindrend, then the
inclusion ofa visual example may be appropiate.

1.5.4.3 Hereis the last note willustrations. Treat photogaphs as anytber type of illustration.
Use photographs of sigitance to add detatib your histoy and to support the namative. Photo-
graphs give evidece of eventsMoreower, while a picture maydaworth athousand words, it can-
not standalone. If you choee to place all photagphs together, then include thesan appendix
following the reuired gpendicesand refer to trem in the narratve. Phobgraphs wil include
classification and downgrade istructiors, date, event, lation, and the namexd participants rec-
ognizable in the photo. Scmed (digital) pletographssuitable for microfilming areacceptable.
When usingstandard photographs, referAé| 84-101for mounting ad binding guidane.

1.5.5. Depth of Coverage. One of the ingredients of a solid organizaional history is coveragein
depth. Itmakes the diferencebetween a restatement ofesaingly disjointed factand a useful, read-
able hstory. To determine wéther you hae sufficient depth of coverage,rit make sure you hve
ansvered the "who, whatwhen, wlere, why, and how" gestionsabout the topc. Next, look to ®e
that you lave providel sufficient dedil in answering these quetions. Then, asess the bekground
information Is it suficiently detailed to allow the reader to fora clear picture? Finally can the ds-
cussion o the topc stand by #gelf? If your discission of a topic laves the reaa with questions, then
your coverage is too thin. In the end, if you have a question, contad the AFSPC History Office.
Becuse they conduat the qualty reviews, thg are n the bet position to arswer your qusetions.

1.6. Reviews Of Unt Histories:

1.6.1. The primary rea®n for reviewing unit histories isto provide historians wth camments for
improvement. Reviews ado inform the commander of thquality of the history. Headquaters Air
Force Spae Command Directorate of ktory assigns rating of Outstanding, Esellent, Satisfactory,
Marginal,and Unsatisfactory aording to the critea defined kelow. The asgnedreviewer at HQ
AFPS3C/HO will provide the histoan with comments cefining the history's stregths and areas for
improvement. Historians use these commerdgliminate deiciencies ando build upon strengths.

1.6.2. Unsatisfactory. An Unsatsfactory hstory fails to cover a majority of the ketopics identified
earlig or the major povisions ofAFI84-101. The narratie fails tofootnote, o usesfew footnotedor
unusually lage portions @ the narative. For example, oaor two footnotes fo a chaptewill result
in an Unsdisfactory evaluation. An Unsaisfactory history lacks an adequae number of primary
sourcesand ispoorly documented. Using feeder reports, newspaper articles, or an wnusually high
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numbe of conwersations and interviews are ketgsa pooly documented history. Umatisfactory his-
tories will be returnedd the unit histoian for correction.

1.6.3 Marginal. A Marginal history doesfully mee the requirements of the AFSPC History Pro-
gram and indicates a ned for strong carective actions pror to the subnssion d the rext history. A
Marginal historyfails to fuly comply with guidance ilAFI84-101,commandupplements, and other
guidance.Some majotopics are eithenot fully discussed orare not disussd at al. A Marginal his-
tory shows evidence of extensive copying from previous histories a from the souce documens.
Supporting documents and ndtsources reveal a s@wandad re®arch program. Headquarters, Air
ForceSpaceCommand Directorof History may retun a Marginal histoy to the uni for corrections.
A second consaitive Marginal histoy will be retuned fa comrection.

1.6.4 Satisfactory. A satisfactory histor is submitted onitme, complies with the provisions of
AFI84-101 ad other guidance, aprovides adequateoverage of key topics. Supporting documents
and footnotes demondrate an adeguate on-going reserch program and condst mainly of primary
sourcematerils. The narréive is djective, enbodies hstorical perpective, and ekibits degth of
coverage.lt contains sufficient detail to make theopics understarable. It arswers the qu&tions of
who, what,when, where, why, ahhow. It is written n the ative voiceand pasttense.

1.6.5. Excellent. An Excellent history meets all the requirements of a Satisfactory history and

exceedshemin writing style, sources, drsuppating documentation. An Exllent history covers all
ggnifican events ard activities Material s presentedn a logical ader andthe narrativeis well-inte-

grated. The relationship o all subjets toeach other is clearlghown. The autha properly wses tran-
sitiond sentences and pagrahs totie topics and chaiers bgethe in a cohesive podud. The

writing is clear andconcise. The maning and significance d the magrial included in the naative is

obvious. Footndes ard supporing document®videncea strongresearch program and cairt few, if

any, irsignificant documerst The narative is relatively fee from typogaphial errors, msspellings,
and grammar ahpunctuatiorerrors. An Excellent hstory is eligible for award cosideration.

1.6.6. Outstanding. Outstanding histories supass Exellent histories n al respects. They are an

unusual pece of historical reearch and writing. Thearative reflectghe historian'knowledge of
the unit'smission and activities andrpvidesin-deph coverage and analgis na normaly found in a
unit history. The hstorian has rot only discussed all signifi cant topics, butalso aralyzed them in

terms of the unit's mision, personnel,and @st. The writingstyle is clear anl concise ad the text is
organized and preented in swch a way thait is interestingo read. Active voice is used tbughout.
Sources and suppang documentation reveal an aggres research pogram and the histg contains
other than justthe usual documentation. lllustrations, charts, and t&bles arehistorically significant

and add real value to therrative. The historys freefrom grammatical, puwtuation, andspelling

errors.

1.7. Summary:

1.7.1. This chapter las dealt with the orgarmationalhistory, our breadnd butter, but niothe mest
important gpect of ouw jobs. As historans our pimary functionis to serve theommancar and his
staff--to provide them with the research andnalysisthey need fo decision-making. The organiza-
tional history, when propdy written with theright focus ad analysis, fulfil Is aportion of thisrequire-
ment ly serving as tefoundaton upon whch other resarch awl analyticad tasks ca be peformed.
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1.7.2. The key to preparing the organzatonal history is RESEARCH, RESEARCH, and
RESEARCH. The greata your research effaots, the mae information you will loate, and the more
detailed wil be your history. A generaule ofthumb is this: A good pagé an organizational history
should cosist of about 2 12 paragraphs containing a mmum of two fodnotes that cite at last three
seprate dauments. That isright, a mnimally docunented histoly should include three supporting
documents pegpage. Hena, a 100-page naative histoy shoud include appoximately 3@ suppat-
ing documerg.

1.7.3. Remembe to use your ow techniqwe and write n a rerrative style. Write from the objective
point of view of anoutsider. You should noreferto the aganeation as"we." That daws you objec-
tivity into question. Fotiw the guidance novided inAFI84-101AFSPC1. Use the checklist at
Attachment 22 to verify that your hstory is ready for signature.
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Chapter 2
INFORMATION SECURITY

2.1. General. One of the pmary corsiderations afer writing you history narrative is to review fosecu-
rity markings and appropriate admstrative control notices These are criical as many researclsat the
maja command and th& FHRA may use your histories to prepare otstadies. A carefureview during
the praluction of the history ad another ance the doument is conpletedwill help © ensure tht you
haveindicaed dl appropriate classficaton markings ard authority, specal handing instructions or
warnng notices, and delassification instructions.

2.2. Classification Authority and Declasification I nsturctions:

2.2.1 Within Air Force Space Commandgpou will find it necessaryto use clasified information in

the prepration of your orgargatioral histories. Mission details youderive from dsignated opera-
tional capabilty (DOC) staterrents, weaponsystems nventories, andsome mssion activites likely

will be deived from clasdiied dauments. While essential secuity markings ned na be irtimidat-

ing. Using them is straightfward and reques ony commonsense.Every historan should béamil-

iar with, ard have availald for daily wse, the guidancen DOD 5200.1-RDOD Information Security

Program Regulation, DOD 5200.1-PH, Guide to Marking Classified Documents, AFI 10-1101,

Operations Security, AFI 31-401 Managing the Irformation Security Program, and AFPD 31-4,
Information Secuity. You should alsobe aware of specific classification guides that relato your
individual situation.

2.2.2. The United States useghree tassificaion levds: CONFIDENTIAL, SECRET,and TOP
SECRET. Unkss me of heseclassifi cations is appropriag, themateral is UNCLASSIFIED. All
other document markings onyour sources g corirol makings. Thesenclude various waning
notices,special handlingnstructions, and administratesanctions.However, as wih theappropriate
classification level, these contol markingsmust be trasferred to your narrative argppropriate vol-
umes & supportilg documerd.

2.2.3. Classification Authority. First, hstorians are rever original classifiers. This is important.
Becuse you e not an oiginal classifier, you cannot make determinatiomscltassify, decéssify, or
downgrade classified information without proper authority. You, in the prepardion of your narra-
tives, areciting documents dassified by someother authority. Therefore, your histories and other
reports, stidies, or ppersare derivatiely classified. Derivativeclassification means thagou wsed
the clasification marked nthe sourcedocument. Recent progammatic clanges have eliminated the
"Classified by" lire on derivativelyclassified documents.Instead,use Derived from™" and complete
the line appropately. If you wsed only onesource for all classified information, cite tlat document in
the"Derived fran" line. Howe\er, if you used more tha one classified source, use the phrae "Mul-
tiple Sources'in the "Derived from" lie[seeAttachment 25 for examplg]. You must thalist these
sources and maintain thast with the file or record copy of #document.Thelist of supporting doc-
umens and souce citations fdill the requrement for a list of classification souces.

2.2.4 Declassification Instructios. Every classified history volume, stdy, or report (exept those
containirg Resticted Data RD) or Formerly Restricted Data(FRD)) must bear a "Delassfy On" line
on the front cover and title page. Because historians are not original classfiers, we will focuson
derivative instructions. In derivative classification, different sources wil be sulpect © different
declasification irstructiors. Your task is teensure theinformation in thereport is protecteds long
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as required. Therefore, use the MOST RESTRICTIVE declassification instruction applicable to any
of the sources cited.

2.2.4.1. If your history derives its classification from a single source, the "Declassify On" line
bears the same instruction as the source, if the instruction is allowable in accordance with Execu-
tive Order (E.O.) 12958. [Executive Order 12958 does not apply to Restricted Data or Formerly
Restricted Data as defined by the Atomic Energy Act of 1954.] Allowable options include a spe-
cific date for declassification, an event for declassification, or a declassification exemption.
Include the date of the source in a "Source Dated" line. Cite the source of classification, declassi-
fication instructions, and the date of the source as shown in the examAttachment 2E.

2.2.4.2. Histories, studies, and other reports derived from multiple sources present some chal-
lenges. You can overcome these challenges; however, by carefully reviewing the marking rules
and the markings on the source documents. When multiple sources cite differing declassification
dates, exemption categories, or events, cite the MOST RESTRICTIVE. For example, if you used
three classified documents--one citing a declassification date of 3 April 2009, one citing 15
November 2010, and the third with a 27 January 2015 declassification date--use the 27 Januar)
2015 declassification date and cite the date of that document [see exarAttachment 25].

2.2.4.3. Occasionally, you will still find documents marked with "Originating Agency Determi-
nation Required" (OADR). If your multiple sources include combinations of the categories
already cited and OADR material, use "Sources Marked OADR" and cite the date of the most
recent OADR document. Treat other indefinite declassification instructions {Group 3 and the
like} as you would OADR. When multiple sources include combinations of dates and events, cite
the date and event on the declassification line as shown in the exaAttachment 2E. Finally,

when your multiple sources cite differing exemption categories, use the most restrictive.

2.2.4.4. Obviously, with all these different types of documents, declassification instructions, and
exemption categories, knowing exactly which to use can be initially confusing. Remember, care-
fully review your supporting documents and other information sources and use the most restric-
tive. When in doubt, contact the HQ AFSPC History Office or your local information protection
experts. Either of these agencies will be happy to guide you. Relying on others, however, does
not excuse you from knowing how to determine derivative classification. It is part of your
upgrade training (coming up later) and you may be asked to demonstrate the knowledge during &
task evaluation.

2.3. Warning Notices And Administrative Controls:

2.3.1. In addition to classification markings, documents may bear warning notices or administrative
controls. Some of these, such as Restricted Data and Formerly Restricted Data, may be familiar tc
you. Others may not be. These special warnings and administrative controls must appear on the cove
and title page of the history or other report, in the source citations, as well as on the administrative
controls page of the history, study, or report. While individual paragraph markings within your report
do not contain declassification instructions, they must include any appropriate special handling
instructions or notices. However, be careful not to mix apples and oranges. If your paragraph is clas:
sified, you should not indicate that it also contains information noted as For Official Use Only
(FOUO) or Privileged Information (PV). You must indicate, however, that it contains Restricted
Data, Formerly Restricted Data, or other notices. Include the proper notations as illustrated in
Attachment 2¢€.
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2.3.2. The Security Notice and Administrative Controls page of your history or report will include all
classification levels appearing in the narrative and supporting document volumes. Your security
notice will include all special handling or warning instructions, including those mentioned above and
in Attachment 2€, as appropriate. The Security Notice for the narrative volume will include informa-
tion for all supporting documents, as well. SAttachment 27 for an example.

2.3.3. In footnotes, indicate overall classification of the source, downgrade and declassification
instructions, and the classification of the information derived from that source if different. For exam-

ple, your source is classified Secret, Restricted Data (S/RD); however, the information you used to
write a particular paragraph is Confidential. Your paragraph is marked (C). Your source citation

(footnote) is: "Rpt (S/RD), someone to someone else, "TITLE (U)", date, Supporting Document

X-XX, information used is Confidential."

2.3.4. In unclassified volumes, include an administrative control page identifying all restrictive cave-
ats, including FOUO, PV, and limited distribution (LD or LIMDIS). The latter of these will normally
be found when citing documents containing highly technical information, the export of which is
restricted or prohibited by export control laws. Such information includes details on the operations of
the Air Force Satellite Control Network, advanced systems, and may include technical information
concerning launch vehicle and missile booster design and developmenAttachment 2€ for the

latest information concerning the release of unclassified military technology.] The Department of
Defense Security Institute has pamphlets available to assist you in properly marking documents.

2.4. Declassification And Public Release:

2.4.1. Declassification is a huge federal undertaking, and no Executive Branch agency is exempt.
Under new guidance, institutions are reviewing all pre-1975 classified documents for possible declas-
sification. As historians, you will inevitably find yourself involved in the declassification process,
though you are not the base point of contact or office of primary responsibility. That distinction falls
to the Information Security Office of the security forces squadron. You are the office of primary
responsibility for the review and declassification of documents you hold in your historical research
and reference archive. Do not undertake to review your organizational histories, however. A team at
the Air Force Historical Research Agency is already performing that task and will notify you of
declassification actions.

2.4.2. Declassification. Executive Order 12958, Part 3, requires the review of all 1975 and prior clas-
sified documents for possible declassification. This review must be completed by April 2000. After
that, the continuing review process will proceed in one-year intervals. For example, by April 2001 all
documents dated 1976 or earlier must have been reviewed. To conduct this mandatory review, you
will need the USAF Pre-1975 Declassification Guide (also called Toolbook), which is available from
SAF/AAZD by calling DSN 664-4700 or commercial 703-604-4700. Ask for the most recent version

of the software and for semiannual or annual updates. The new executive order does allow automatic
exemption from declassification for documents containing RESTRICTED DATA, FORMERLY
RESTRICTED DATA, or classified information on contingency or war plans or current weapon sys-
tems. This exemption, however, does not preclude editing (redaction) of these documents to comply
with provisions of the Freedom Of Information Act. You are not authorized to declassify documents
owned (created) by another agency such as the Department of Energy, Department of State, or
Defense Nuclear Agency. Refer those records to the owning agency for review.
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2.4.2.1. Your review and declassification decisions must be recorded. At the Air Force Space
Command History Office, we use an ACCESS database, which we can make available to you. If
you choose not to use our ACCESS database, you can use EXCEL or another database o
record-keeping system. Whichever you choose, you must maintain a record of your reviews. That
record must include specific information, which is outlinelAttachment 3C. When you have
guestions concerning declassification that your Information Protection Office cannot answer, con-
tact the major command history office.

2.4.3. Public Release of Unclassified Information. The declassification of information does not auto-
matically make it available for public release. As you know, the Public Affairs Office reviews your
unclassified heritage pamphlet prior to public release. Public Affairs officials check to ensure that the
document conforms to existing security and policy guidance. Since your heritage pamphlet requires
review, it is only logical that declassified information also requires review. This review ensures that
the information, although unclassified, is not for official use only, distribution limited, or subject to
release sanctions such as those contained in various export control acts. Many technologies and sp
cific information relating to those technologies also are restricted from export and release.

2.4.3.1. In Air Force Space Command, much of this restricted technology deals with ballistic mis-
sile and space launch vehicles, especially their booster, navigation, and other systems. Techno
logical information concerning satellite control and warning, as well as satellites themselves is
often restricted. A general rule is that all missile and booster technology more advanced than the
SCUD missile (which is based on the WW Il German V-2 rocket) is subject to export control laws.
Additionally, the Privacy Act of 1974 and the Freedom of Information Act provide exemption
from release for some unclassified information. The "Toolbook" software provides some guid-
ance on the release of technical information and the FOIA review process. If the information
available there does not answer your question, contact the project officer at the major command
history office.

2.5. Summary:

2.5.1. The most important point of these pages on security and administrative markings is to get it
right before you send your history out. Carefully review your source documents, especially those you
have chosen not to include as supporting documents. Verify the classification, declassification, and
special handling instructions. Based on that review, prepare your security notice and administrative
controls page. Put the appropriate warning notices and caveats on the front cover, title page, and bac
cover. Double check your paragraph markings to ensure they comply with the sources cited in your
footnotes. Ininstances where the paragraph markings do not agree with the document's classificatior
verify that the information you used from the document is aptly classified and that your footnotes indi-
cate that the information used is not classified at the same level as the overall document. Then, reviey
it again.

2.5.2. Finally, if you have questions, ask for assistance. Recently, a unit historian learned of classi-
fied material not properly marked because the historian's source of the information had no classifica-
tion markings. Compounding the problem, the keepers of the data indicated that the material was no
classified. It was, in fact, SECRET-FORMERLY RESTRICTED DATA. While the historian ques-

tioned the initial information that the data was unclassified, the issue remained unresolved until after
the historian had sent out the history. Do not let this happen to you. When in doubt, ask. Ask your



26 AFSPCH84-101 1 DECEMBER 1998

local experts for assistance, clarification, and verification. If they are unable to guide you, ask the
command history office.
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Chapter 3
MANAGING UNIT HERALDRY

3.1. General Heraldy plays an impdant role nindividual organizations. Utheraldry, the identifica-
tion of the organiation through its emblem, its lineage, ahrelated memorabiliafostersesprit de corps
among asigned personrel and fams a link b the st. Of the various agects ofa unit's healdry, the
most visible ists emblem Most of ou discussion itthis chapter will deal with unit emblems and mottos.
Discussion d Lineageand Honos will come later in this chapter.

3.2. Organizational Emblems:

3.2.1 Embems tie units to thpast, Ink them to thefuture, and can be a thorn in the historiamle
for a number of resans. First, authority © chang an approved emblem or motto is virtuatlimpos-
sible toreceive. This presnts a numbeof challengesawing historians, especially duing periods of
organizational change The merger of sqarons withsimilar functions, tle activation ofsquadons
with or without previously approved emblems, and unit redesignations oten lring inquiries about
chamging approved enblems and nottos. It is your responsibility as thehistorian to provide com-
manders with td guidanceand requirements stipulatedhiAFl 84-105ard other establisled policies.
To clarify the existing guidance contashin AFI 84-105 andsubseqent policy letters, we will eval-
uate individuacases.

3.22. Which Organizations are Entitled to Emblesn Air Force Irstruction 84-105and its appendi-
cesprovide detailednformatian on which units are entked to emblemsTherreis onesimple test. Is
the organization an establishment (a flag-beaing organization with a headquarters)? Isit a unit?
Alternatively, is it a @rt of one ofthese? All units, except goups asigned to thei parent wing, are
entitled to distinctive emblems. Anindepenént group, becaseit is na assigned ¢ a parehwing, is
also authorized a distinct emblerBgquadrons are udlly the lowest agyaniztional entity entitled to
emblems. Howevesome numberedifyjhts do exist.These may includ such unitsas the 40tHRes-
cue Hight, which hadistinct lineage. In contast, the DFlight of the 16h Securiy ForcesSquadron
does not have distinctlineage, and thereforas not entitled to an emblenbDetachments and operat-
ing locations fall into this latter category. They are not units, but, instead, are elements of a unit.
Whenin doubt, cdlthe expertstahe HQ AFSPC Histoy Office.

3.23. Redesigations and Mssion Changes. Neither the resignation of a unit nor a change its
assigred mission automati@lly warrants redsign of its approed emblem. Thelesgn of emblems
should I sufficiently nonspecificso that tle same emldem can be usl to repesent tle new mision
or designaion. Redefiring the significance aiemert to meet new orevised dsignationsand func-
tions should eadequate. The United States AiForce Historical Reearch Agencyecommends the
use @ heraldic devicesniorganizational emblenf®r tha reason. In the cae of groupsassigned to
their paent wings, the group is rnientitled to its own, distincemblem. Therefoe, ary redesignation
of the goup or chang in its mission isirrelevait. In instances whe the unit is anindepedent
group-+teportingto a numbered aforce o major commandthen the peviously stated praibition on
emblem redggn isthestandard.

3.2.3.1 These policiesalso hol true for mottos. Once an organization has mapproved motto, it
is unlikely to chang. Hencetheyshoud ersure that theirrequested madto is sufficiently nonspe-
cific to allowfor paential changes in missionfunction. Forexample, if the moto ofthe50th Civil
Engineer Squadn is"Engineer the Hig Ground,"the motto will serve well as lory its function
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is engineering. Howeveshouldtheunit be redaignated as the 50tispace Wafare Squadron and
its function changedotcontrd of a space-based weapon ggm, hav will the motto fit? It does
not.

3.2.3.2 Generally, HQ AFSPC Histoy Office and the USAFIRA will only modify these stan-
dardpolicieson vay rare occaions. These are limited to instancesn which Wald Warll orga-
nizations receive radically different misson functions. In such instances,AFSPC and the
USAFHRA may consider minor revisions to esting emblemsr mottos. In these @ases, contact
the HQ AFSPC History Office for guidanceand clarification of"minor."

3.24. Activations. When HQ AFSPC prepares to mlerthe activation of a new unti assigned o your
organization, save yoursetfome time by being anticipatory.In virtually al cases, the command will
know the history bthe organization in suffient time to allow you, the histoan, to determine
whether an emblem fahat unit already esis. If the organization haan emblem, yoshoud contact
the Air Force Historical Research Agency to obtan eithercolor copies oraline drawig and de<rip-
tion. The unit wll carry this emblento its activation exept in the most unusual instegs. Moreower,
this emblem wil fol low the unitregardless oftheunit'snew name or functon. If youdo not have time
to obtain embem information béore the activation, do nd submit an emblem request unkiyou have
that data.

3.2.4.1 Here is arexampk. Air Force Spae Command is ordering the acation of the 744
Security Farces Squadron eMalmstrom AFBMT. The741st Securly FarcesSquadron hal pre-
viously been designated the 690th Air Base Blice Squadron and hasraemblem approved in
1961, with an approved motttheady to Defend." The 741st willibg with it the approved 1961
emblem andhe existing mtio. Requests for modfications D either are unlikelyto beapproved.
However corsider thatin this instance themblem dos na comply with currert directives--the
emblemis on atiangle rather than a disdn this cae, there isa solution. Changes should only
incorporat the exsting emblem onto a disc with éappopriate scrolls. Thigs an exampe of a
"minor" change. Finally, becausethe motto "Realy to Defend" is sill applicable tothe unit's
function, it shoud not bechanged ad higher headquartes are unlikel to approve any modifica-
tions. If an active urtihasno emibem, follow closelythedirection provided in AFI 84-105.

3.25. SquadrorMergersand Corsolidatiors. Treat these thesame as oher aganizatianal actons.
When two or more s@adrons mege into onepneretains itslineage and taseconl inactivates. The
merger usually involves o personnel,functions, and othe administrative actionsThe merger, in
most cass, has nothing to do vith combining tle lineage d the aganizations @ theiremblems and
mottos. Thee ae rare insénces wien two unitsmay be merged (conshdated is the most common
temm) to form one unt. In these instanes, their lineage may be combad. In these rare cases, one
emblem will be retainedHQ AFSPCand theUSAFHRA can provide guidace in thesecases.If this
occus, thegeneral order will normally specify thtte ation isaconsolidation Consolidatios nor-
mally involve orly similarly namedand nunbered unis. For examplein 1994AFSPC publiskd an
order consolidatinghe 50th Mission Suppot Squadra (activated m 1992)with its predecessor 50th
Suppot Squaron. This ation served to lirk the official lineage of the two orgazations, thereby
maintainirg the lineage of tre older unit. The comsolidated unit maintairgthe lineage, honas, and
emblem of tle predecesor unit.

3.2.6 Embem Design and Submision. Air Force Instruction 84-105is sufficiently clear a emblem
design criteria. You, as thehistorian, provide the first sanity check. Take your resporsibility seri-
ously and, aing soundjudgment, detenine if thepropo®d design complies withtherequirements of
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the instruction. Ift does not, notify the origating agency and recommendatyges that would bring
the design into comgnce. Evaluate the mattusing establishediteria. This is the fist step in the
process.

3.26.1. Once the design conplies with the requirenments of AFI 84-10, the commarder of the
organization requesting themblem submits theequestn writing accordng to the instruction In
AFSPC, therequest must be coordinatédrough the wing and Ncommanérs. Thewing com-
mander'signature on thestaff summary sheetshowing his coordinabn satisfieshis requirement.
Then, thewing historian submits the pekage to theappropriatenumbered air force staff. Once

the NAF commander has @ordinated on the design, the unit (or wing historian) forwardsthe
package to HQ AHRXC/HO for review and coaination with the headquarters staff and submis-
sion b USAFHRA. Theunit may not submit emblemequests dectly to the Air Force Historical
Research Agency. An example afstaffsummarysheet for the coordination pressis atAttach-
ment 31.

3.2.6.2. Prior coordnation andreview by HQ AFSPC/HO an quicken theemblem apgoval pro-

cess. The commaml History Office staf hawe the expeiite and experiencdo evaluate ppaosed

designs and provide guidance. They also have a good umlerstanding of whether the vice com-

manderor commander wilapprove the proposed dgn. By submitting, electronically, an early
copy d the proposed emblem sign, you carsave the tine of redesign (i needed at a latr point

in the coadination process. When n doubt,ask.

3.2.6.3 Air Forcelnstruction 84-105also advises that the orgargation refrain fom purchasing
uniform patches o other items baring the propsed emblen until the final artwork is reeived.
The Army Institute of Heraldry (TIOH) maintains final authority for emblem design. Though
uncommon, the Institute may make mimbanges to emblemesigns without coordination with
the requesting organization.

3.26.4. Reently, the Air Force Historicd Research Agncy changel its procedures forsending
completed emblemackages to unitsThe Agency will now sed emblem pacégesto the MAJ-
COM History Office in two electroic formats. One wil be a CorelDraw and the othrewill be a
JPEG (read-only) file. Textual information, including the desciption, sgnificance,and color
codes will be in aread-onlyy Word format. OnceHQ AFSRC/HO receives these fds, the com-
mand wil haveaccurate colohard copieso the requesting unit and the gihistorian. Process-

ing time, from submision by AFSPC/HO tareceipt d the final emblem, can reach 90-120 days.
Be patient.

3.3. Lineage And Honors Histories:

3.3.1 One of youresponsibilitiesas the wing historian is to maintain lineage and msastories of
assigned units. The Lineage ad Honors hstory is akin to the family tree of the organiation. There-
fore, accuragis paramountMost Air Force organizations trace their roots #orld War |l organiza-
tions. In the late 1950s arehrly 196G, Air Force wlicy was © bestow temprarily the horors of
World Warll groups on their similarly numbered parent véntdperefee maintaining the organiza-
tion's combat ilstory. However, do not confuse the tempagabestowal d honors wih the betowal
of lineage.

3.32. For example, the 50th Space Wing, previouskigtated the 50tlrighter Wing, activated in
1949. The 50th Oprations Grouppreviouwsly designated the 50t Fighter Group and activaed early
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in the war, however, served with distinction in World War 1l.  Although the wing is ditled to he
honors of he gioup-it candisplay the group's cmmbat streamers on its flag-it is rot entitled to he
group's lineag. Hence, the 50th Spee Wing and tre 50th Operation§&roup cetbrate separate anni-
versaries.

3.3.3 Becauséhe two atablishments (a establishment is a flagearing organization, groujevel or
above and certain cengghaveseparate histories, the commanders of ttoalg are not cited as the
commanders athewing. When prepang heritage pamphletsnake this distinction clear. In many
hertage @mphlets, historians have cited the goup'scommanders p to the activation of the wing,
then cited theving's commandensnde a seprate headingRemember, asrale bestowd honas do
nat include Iineage @ histay. As always, if questionsarise ak the commad history dffice for clari-
fication. The History Bbgram has publisgd several excellent ference waks, including Charles A.
Raverstein'sA Guide to AirForce Lineage and Honors, and tBembat Units of World Warl] Com-
bat Squadrons d the Air Force, and Combat Wings omes. Ravenstein's wd is on the Air Force
HistoricalResarch Agency's WorldwWide Web hone page. Be cautiousthat you b not bestow lin-
eage as some havaarpretedfrom AFI 84-105

3.3.4. Beause tle lineage and honors hstories of yourwing, grous, and squalrons can provide a
wealth of infomation about therganization in a conise formatconsider them fe inclusion on your
organization's Wald Wide Web home pagel he Histoy Office should have arik on the horapage
that will bring visitors to the organization'sstarical informaton. Lineage and honors siories and
emblem descriptions and explanations Wiormally elicit quite afew visitors. If you have a history
page o the Web, oif you ae establishinga page, make sure yohave avisitor counte. Include the
numbe of "Hits" your pagereceived in each semiannual actiyiteport.

3.4. Heritage Pamphlets:

3.4.1. Heritage pamphlets not onlyqvide readersvith the lineage and honors thfe organiation,
theyalso include cetails ofthe organiation's mssion activities. Prepared as urlassified documents,
heilitage pamphletshould be ready availableto NAF a wing personnel, visitors, and the plib. To
the tent pasible, m&e these urclassified historiesavailable over tk Intraret or on the orgniza-
tion's Word Wide Web page. Be ertain to passhedraft o the Public Afairs Office for security and
policy review before public release. The Public Affairs Office, however, cdes rot hawve editorial
resporsibiliti es and does notevaluate content except in the limiéd focus of the security and policy
review process.

3.4.2 Writing the Heritage Pamphlet. Follethe same standards fdweritage pamphletthat you do
for other Istorical reports, includinghe semiannual or annual history. Therdare is active voice,
past ense, anagshould tell thestory of the aganization fom its inception to thcurrent period. Use
photographs and other illustrations to augment the &xt and provide opportunity for a fuller under-
standirg of the text. Use chapter divisios, asappropiate, b divide the pampHhet into reaonablesec-
tions. For example, if the organization activated for World War 11, Chapter | should discuss
activation training, and combat operatios Chapterll may include detas of interim war yeas from
theend ofWorld War Il to Koreaor to the Cotl War peiiod ofthe 1960s.Chapter |l may explain the
organization's activities dung the Cold War, upotthe late 1980s and thall of theBerlin Wall. The
fina chapter may then detail operaions ad adivities $nce that period. The HQ AFSPC History
Office has noestablisted definad requirements fostandardized heaage pamphles. Use you own
good judgment, artistic muse, and be creative. Above dl, publish aprofesgonal, informative, and


http://afpubs.hq.af.mil

AFSPCH84-101 1 DECEMBER 1998 31

useful pamphlet. You can obtain copies of excellent heritage pamphlets from other AFSPC organiza-
tions and from the HQ AFPSC History Office.

3.4.2.1. Include appendices in the heritage pamphlet. Use many of the same appendices, in th
same order, which you use in the organizational history, as appropriate. Do not include technical,
classified, or restricted information in the appendices, such as weapon systems inventory. You
will also find that an appendix on aircrew inventory and training has little value in a heritage pam-
phlet. Appendices such as lineage and honors, key personnel (commanders) and their biographie:
organizational structure, and manpower data have proven valuable. When preparing lineage anc
honors data, include previous awards and combat streamers. If you are the historian for the hos
wing, include a history of the installation with your heritage pamphlet. You may include it as a
separate chapter or as an appendix.

3.4.3. Review and Distribution. Because your heritage pamphlet is written for open (public) release,
submit it to the Public Affairs (PA) Office for security and policy review. The purpose of this review

is to ensure that your pamphlet does not contain information that would bring discredit to the Air
Force, the command, or the wing. The review also ensures that all information in the pamphlet is
releasable to the public. The Public Affairs Office is not responsible for editing for style or grammar.
That is your responsibility. However, pay particular attention to their review comments concerning
policy and security issues. Complete this review before submission to the wing commander for his
release approval. Include the completed PA review to demonstrate that the contents are releasable
the public.

3.4.3.1. After receiving the commander's approval for general release, determine the number of
copies required and have the pamphlet printed (or copied) according to your requirements. The
command has no set standards for publishing heritage pamphlets. However, they should be pro
fessional in appearance. Pamphlets printed 5 1/2 inches by 8 inches (half sheets) have worke
well within AFSPC and other commands. Still, you may consider printing in a couple of sizes to
meet differing needs.

3.4.3.2. Finally, maintain an electronic (or digital) copy of the pamphlet. Take this copy and dig-
ital photo files (if you used them) to the Web page manager of your wing. Have the heritage pam-
phlet included in the wing's page, or include it on the history page if one exists. Keeping the
heritage pamphlet on the web page will allow you to quickly update information, such as awards
and key personnel, as it changes without reprinting the entire pamphlet. Revise and reprint the
paper copies only once your supply has been exhausted. Ask your Web page manager to includ
a visitor counter on your page and include in your semiannual activity report the number of "hits"
or visits received. If you or your organization prefers not to have the counter visible for aesthetic
or security reasons, you might use a hidden counter.

3.5. Material Heritage:

3.5.1. The material heritage of Air Force organizations includes such items as flags or guidons and
streamers, operational trophies, plaques, and awards. Material heritage also includes certificates fa
Air Force Outstanding Unit or Air Force Organizational Excellence Awards the orders accompanying
those awards, as well as other items of significance to the history and heritage of the organizations
Material heritage does not include sports trophies and the like. Work with the base museum, or the
command history office, to manage material heritage items.
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3.5.2 ManagingMaterial Heritage. Air Force Instruction 84-103Jefines tle AF Museum Progam,
its management, ad the resporsibilities of museum personrel. Historians need to beaware ofand
familiar with the inticacies ofthis instruction. Nbonly doesAFI 84-103detal the museum pragm,
it clearly identifies duties that should hbe asigned to histaans,such as muaum curatoror hertage
center @rector o custodian of air parks. Despite thserestrictions, youmay find yourself resposible
for the preservation @ portions, if not all,of your unit's mateial heritage,which migh be dispayed in
heiitage halls, or some othermannea. Unless yourorganization has nmuseumfunction bui possesses
a large collection ofmaterial heiitage,this challengewill not usally be significant.

3.5.2.1. First,redize the difference betwea material heritageand junk. As noted, squalron
sports trophiesre not material hetage. Grourd safety plagug routineaccoladegplagues pre-
sentel by the wing for variousevens), ard similar items ag not material britage,althoudh you
mayfind them displayed in heage hallspr with heitageitems. Heritage tems should be strictly
contolled, safeguarded, andegerved. fyou @anna detrmine whether an item should be con-
sideredmaterial heritage, contact youmuseum or the command. @&is to the organizationfrom
visiting dignitaries, especially high-ranking or foreign dignitaries should be treated as matergl
hertage.

3.52.2. Controling, safeguarding,and preserving heritage tems @an be @conplished simulta-
neously with a litte dannng. While it is unlikely tha your heritage hal displays will comply
with all museum display standards, bllowing some bsic, inexpensive guidelines will enhance
your display and esuresecurty. First, make sure display cabinets hawlocks, anl strictly control
accesto the keys. Thiswill cut down, thoughehaps nbeliminate, unautharized aceess. Prop-
efly pack andstore items not displayed in locked contain@rst safes) such as unit tstory boxes
or footlockers. The contents ofaeh boc should be carefully ahcompletely identified n the out-
side d the container.

3.5.2.3 Contolling the material heritage d your organizatiorshould alsanclude an inventory of
hentage items dsplayed ard staed. You caneasily create this inventory in Microsoft Excel
spreadheetor Access databse. Include infamationidentifying theitem, includingtype of item,
description, dimensions, domwr, ard locaion. Include an inventory number. Theillustration
below cepicts an exampé of an inventay sheet.

3.5.2.4 This type of invenbry sheetis simple tocomplete and maintain. If items listed are in
storagejndicate the boxumber and location. The fererces inthelocation columnidentify the
individual cabinet, Gn this caseand theshelf number(4). Put an idenfiication tag a eachitem,
following guidance in AFl 84-103 and that provided by A=SPChistorians. By identifying the
property, you have achieved tvo essential nanageral elemens--aacountability and control.

3.5.25. Displaying the items may take a little rrovork. Begin by complyng with the séndads
set forth inAFI 84-103and other musmim guidance. Use aped materals to block ultraviolet
rays. Many d these are commercially available anaséy applied Ultraviolet blockes will help
to preserve cobrs in photgraphs, fabric, paired woods and mtal surfaces. Ersure high \alue
displays & alamed. Again, use the guidae in AFI 84-103and to the extent psble comply
with environmenthcontrol requiremerg, as well. If you have a base masn, work closely with
the staffto take advantage of thelinowledge and experience. Abkvays, when in doubt call the
HQ AFSPCHigtory Office.
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Table 3.1. Example of Material Heritage Inventory Sheet.

No. Item Size Description From To Location
001 Plaque | 8x14 JSDAF Shield on JSADF | 321MG Main Hall
(Shield) | Maple with brass display, C-4
plate signed by
Japanese AF
Chief of Staff
002 Photo 11x14 B/W photo Commander’s
framed in cherry hall, photo 1
wood, subj: Co
Jones, Wing/CC
002.1 | Photo 11x14 B/W photo Commander’s
framed in cherry hall, Photo 2
wood, subj: Co
Quincy, Wing/CC
003 Bowl 5” dia China bowl with| Russian | 90MW CC Office
blue flower pat{ START
tern and case Insp
Team, 27
Aug 96
3.6. Summary:

3.6.1. Managing unit heraldry can be an interesting diversion from continuous research and writing.
Beware, however, of letting heraldry issues become too invasive of your time. Additionally, do not
volunteer to serve as an historical property custodian, heritage center director, or in another capacity
prohibited by instruction. As the historian, you are primarily responsible for such heraldry as unit
emblems (they are not patches), lineage and honors history, and heritage pamphlets. Beyond thes
tasks, you provide research for, and guidance and assistance to, the historical property custodian, he

itage center director, or museum curator.

3.6.2. If you are responsible for creating or maintaining a heritage display, do not take chances with
the unit's material heritage. Learn how items should be displayed and protected. It is always a gooc
idea to maintain a log or database of material heritage items such as that shown in this chapter. Anc

if you have questions, ask the major command history office.

33
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Chapter 4
OFFICE AND PROGRAM ADMINISTRATION

4.1. General.There is a lot to be learned about office administration that you did not learn at the school-
house. Perhaps the first thing is to learn what you now know, the day-to-day administrative requirements
of running an office are your responsibility alone. In addition to the myriad requirements levied upon you
by the History Program, you now must administer files and publications, prepare staff work, perhaps even
manage a budget. How you do these tasks and, most importantly, how well you complete them, will
speak volumes about the quality of your overall program and the confidence the staff places in your work.

4.2. The Office - Starting At The Beginning:

4.2.1. If you recall, one of the first steps we took in preparing to research and write the unit history

was to identify sources of documentation evaluate what information we had. You can do the same
thing to determine where you need to start in establishing your administrative programs. Is there a
continuity binder that will guide you through the process? Is there a current file plan, and have admin-
istrative files been maintained? Are necessary publications available in hard copy (paper) or electron-
ically (computerized). No? Then we need to start at the beginning.

4.2.2. Look around your office. Do you have a computer? Local area network access? E-mail?
Internet access? Does the computer have adequate word processing capability? Is the computer
approved for classified information (does it have a removable hard drive) or do you have an alterna-
tive method of processing classified information? Do you have a microfilm reader and printer, mobil-
ity kit, desk, adequate workspace, adequate space for archive files, and other office essentials,
including access to IRIS? Assuming the answers to these questions are "yes" or that you have cor-
rected the "nos", you can get down to the practical detailsschment 32 provides some guidance

on office requirements.

4.2.3. Administrative Files.Administrative files are necessary and sometimes scary. They are also
quite simple to complete. The first rule of thumb is to keep administrative files as simple as possible.
Include only those items necessary for the functioning of the office. The file plan will need to include

a couple of mandatory series, such as transitory files and others. The information management folks
on the wing staff (normally their office symbol is CCA) should be able to provide a great deal of assis-
tance. One of those folks, in all likelihood, is your functional area records manager. The base infor-
mation management folks are part of the communications squadron. Look these people up to resolve
any issues and questions that develop while you build a suitable file plan.

4.2.3.1. Here are some tips to help ease the pain associated with administrative office files. First,
group file series by location. If you have two or three series of files that are classified, put them
together. Line up electronic files together on the file plan. Put your historical research and refer-
ence files at the end of the file plan. Do not include your reference books or monographs on the
file plan. These are a reference library and are not record sets. Make your file plan useful to you.
You may find one in another office that will suit your needs. Work with your local experts to
modify it into the plan best suited to your office.

4.2.4. Publications and Forms. For the most part, the days of customer account representatives
(CARs) for publications and forms are gone. Maintaining current forms and publications is as simple
as turning on your computer, assuming you are connected to the base local area network and World



AFSPCH84101 1 DECEMBER 1998 35

Wide Web. If not, you neel only obtain theCD-ROM version o current publi@tions and forms. The
latest clanges will incorporate localuppdements into the ks documenrd, so you will no longe have
tolook them up gparately. Here is a wordfocaution, however. Whensang electromc forms,be sure
to save your infomation to either yauhard drive (C:), youfloppy drive,or print a hard copy foyour
records (alwaysa goodchoice).

4.2.5 Budget ad Supply. Whenit comes ¢ budge and suppf concens, do not t&ke chancs.
Determnewhether you ader supplies foyouroffice or you submit yourrequirementsadanothe staff
officefor corsolidation. In either cag, make yousupply requirementsnown,especialy if you must
justify funding far copierpaper,computerdisks, and othe items.

4.2.5.1 The sane detemination mt be made fobudget concerns.While you mayeasily cor-
rect suppy issues,missingabudget call can leave yavith no recourse buto begfundsto meet
your mission equirements. When determining budget inputs, identify possble expenses. For
examplejf you expecto complete youfive-level upgade training and ya are eligible to begin
sewen-levd training, budgefor travelexpensesd cover yourTDY at school. If youare planning
on seking a spot at the ArchiveSourse, the @al History Course, or the AirPower History Sem-
inar, includethese expensesn yourbudget pojections. In years when gur commax will host a
history and museummpgran conferene, project those TDY expeses.

4.2.5.2 Take thesame approach with requirements for new and improved equipment. If your
systemsrequirereplacement, make c&in tha you submitrequestsfor fundsto replace those sys-
tems ad to upgrade tem with naver technologies. By projecting these costs--managng in an
articipabry manner--you wll have greater successin adotaining the funds reeded. Remember,
mostunitsissue budgetcalls in lae Januaryor early February. Be on the lookoutand get your
requirements to the right pegple. Do this whether you have your own budget or you shae an
account wih other.

4.3. Preparing Staff Work:

4.3.1 Understanding the how and why fopreparing staff work will certanly make office and pro-
gram adminstration eaier. There are some time- and enesgying clues to help you algihat path.
Thefirst is to learn local procedurésr staff work. If your unit has a laa training program on atf
work, take the cless. The seond clueis to obtain an fiice copy ofthe most recemAFH 33-137,
The Tongueand Quill, and e it to guide you through the preparation ofizeas administrative com-
murications. Hevever, @ not regard The Tonguand Quill as tle final authaity. It is ahandbook;
treat it as one.Each organization has its owmay of doing thing, and yas may neeal to male adjust-
mensto meet bcal requiremerg

4.32. Local Procedures. Local proceduvédl influence geatly the manner in whityou administer
your office. One of you first steps is to learn these procedsireT his training will prdably include
computer training, such as local area etwork and e-mail pracedures, training in specific computer
programs sch asMicrosoft Access, Excel, or Schedule +, dmay inclucgktraining in the preparation

of staff work. Someunits will provide training on their local procedures $oibmiting staff packages

to the commandection(CC, CV, or DS). Thistraining may includéocal requirements flocoordina-
tion on stafsummay sheetsspecific requirementgor signatue elementsn various memoranda, or
local format requiementsfor background papers oriéfings. Takeadvantage ¢ all available train-
ing. The geate your familarity with, and undestanding @, local procedures and requirements, the
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less your frustration at having to redo staff work. Finally, remember that first impressions can be dif-
ficult to overcome and sloppy staff work makes a lousy first impression.

4.3.2.1. When in doubt about local procedures and staff work, ask for guidance. Secretaries,
administrative assistants, and executive officers are often happy to explain procedures before they
have to send your work back for corrections. In staff work, a stitch in time truly does save nine
and an ounce of prevention is worth a pound of cure. Those are enough clichCs. Here is one final
hint. You will find that many of the documents you collect as research for your organization's his-
tory include staff summary sheets, background papers, and memoranda. Look over these types of
documents, especially when they comprise a staff package, and use them as a guide for the prepa-
ration of your own staff work. The important point here is to practice it, learn it, and know it.

4.3.2.2. So far, our discussion has not answered the question about when to prepare a staff pack-
age. The answer to this question is more difficult to cast in stone. As you integrate yourself with
the rest of the staff, you should learn a little about each of the other staff chiefs. You will begin to
be able to ascertain which people prefer written responses to inquiries, under what circumstances,
and which ones prefer quicker, less formal, verbal responses or short notes. There is no shortcut
to learning how each of the other staff chiefs prefer their information, except to ask them. This
rule also holds true for the commander and vice commander, director of staff, and others. If you
are uncertain about which format to use in your response, ask.

4.3.2.3. As a rule, when you want another office or agency to act, submit a staff package. These
will usually consist of a staff summary sheet showing coordination and identifying the reason for
the package, a background paper discussing the issue, and perhaps some additional background or
supporting materials. The organizational history provides us with a good example of a staff pack-
age. Other examples include memoranda submitted for the commander's or vice commander's
signature.

4.3.2.4. In the case of the periodic history, you want the commander to sign the title page so that
you can mail the report to your major command history office. During your assignment to the
unit, you have learned that the commander wants the history reviewed by the group commanders.
By following the example AF Form 176Staff Summary Shee, Attachment 31, illustrated in,

you prepare your staff package. It really is as simple as that. Attention to detail, an understanding
of local procedures and policies, and a willingness to ask others for assistance-including a prelim-
inary review of your staff work-will make these administrative tasks less burdensome and help
eliminate unnecessary corrections.

4.4. History Program Management Hints:

4.4.1. Few people are born to be office managers or overseers of large programs. Each of us, how-
ever, can learn the tools needed to tackle these tasks effectively and efficiently. The Air Force History
Program, like most other governmental programs, has its own set of rules, regulations, instructions,
and "must be followed" checklists. Experienced program managers designed these tools to establish
common standards and to assist you in the management of your program. Others who came before
you also learned various skills that helped them manage their history programs. Over the years, histo-
rians have passed many of these lessons from one to another. Some lessons proved essential, while
others may have been less critical. Still, knowing about others' experiences is a good way to learn.
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4.4.2. Continuity Binders.If you have been in the service long enough, you may remember when
continuity binders were nearly mandatory for all offices and for all positions within each office.
While no longer mandated by Air Force Instructions, these references are extremely helpful. If your
predecessor did not leave you with a continuity binder, you have undoubtedly learned how valuable
one would have been when you first arrived at your new assignment. Create one. It can still be valu-
able to you and to your successors.

4.4.2.1. A continuity binder should include general information about your office. Such items as
position number, supervisor, unit type code (UTC), and duty description will prove helpful in pre-
paring performance reports, in briefing new supervisors, and in welcoming newly assigned per-
sonnel, whether its your replacement or a second historian. The continuity binder should also
include a copy of your administrative file plan, an index to your archived research and reference
files, a copy of your research memorandum, and an index to your reference library. These docu-
ments will provide you with quick access to information needed on a daily basis. Other informa-
tion for the continuity binder may include copies of policy letters from the unit command section,
other organizations, or the major command history office.

4.4.3. Research and Reference Archives. One of the most important tasks facing you as an historia
is management of research and reference documentation. You must conduct research to write yoL
histories and answer inquiries. Unless you properly manage the documentation you select, whethe
included in the history or not, you will find it difficult to go back to that documentation for informa-
tion. Establishing a good, usable research and reference archive is the key to managing your doct
ments.

4.4.3.1. A solid archive contains three elements-reference documents, research documents for th
current history, and research documents for the upcoming history. As you know, you receive
some reports through regular distribution. Those may include material for the next reporting
period. So, include document folders for the next history. Many historians dedicate one file
drawer at the beginning of their archives for current history documents and a second file drawer
for the subsequent history. Folders in these drawers may be divided into recurring and genera
topics. From this point, the historian can subdivide material into folders as documentation, other
information, and requirements dictate. In addition, the historian can easily add subjective folders
as new information becomes available. Still, by following the contents of your periodic histories,
your documents can be managed more easily and your information accessed more easily as yo
write the narrative. Some historians also include folders for documents supporting appendices on
subjects not detailed in the narrative. Ask other historians how they establish their research files
and find or develop a technique that suits you and your office. Make certain, however, that the
technique is workable and effective.

4.4.3.2. Archives-reference documentation not necessarily used in the history, but nevertheless
important to your organization's mission-should be subjectively established. Begin with the letter
"A" and identify topics of importance, e.g., Air Force, Air Power, Construction, Installations, etc.
Then, subdivide these topics as necessary. For example, under the heading WARFARE you migh
include the subheadings "Information Warfare," "Space Warfare," and "Nuclear, Biological, and
Chemical Warfare." Similarly, under the heading of HISTORY, you could include such subtopics
as Lineage and Honors History and others. Remember two important ideas about reference
archives: First, by arranging alphabetically and subjectively, you will be able to expand as neces-
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sary. Second, keep the organization's mission the primary focus of your reference archive. This
will help to prevent collecting and storing unrelated or unnecessary documents.

4.4.3.3. If possible, store your records in a manner that reduces the possibility of decay and
degeneration of the paper, video, or other medium. How? If funds are available and the bulk of
your archive is unclassified, store on shelves or in bookcases in acid-free hollinger boxes and
acid-free file folders. Avoid storing archived materials in damp areas or in places likely to
become wet from leaks or other sources. If possible, store classified materials in acid-free folders
and boxes in your safe. Whatever the storage media, preserve your documents and handle them
carefully.

4.4.3.4. Should your organization have the capability to scan documents to CD-Write, take
advantage of this technology for storage of archived records. However, use only high-quality
CDs, and do not use the CD-Write documents as justification for destroying the paper record.
Before disposing of CD-stored documents, contact the HQ AFSPC History Office and the base
Information Management Office for disposition guidance. The archive specialists at the command
are current on the most recent developments in the electronic media storage issues and can provide
advice and guidance that will serve you well.

4.4.4. Reference Library. In addition to your research and reference files (archival holdings), main-
tain a library of reference books, monographs, or studies. Book titles will include those general refer-
ence works published by the Air Force History and Museums Program, as well as contract books
published by your major command. Your major command history office can provide you with a list

of reference works you should have on hand. You may consider including contract publications from
other major commands that relate to your organization's mission and weapon systems or to general
Air Force and aerospace history. Other useful publications for inclusion in your reference library
include the annual almanac issues of various monthly magazines such as Air Force Magazine, Airman
magazine, and others. These are broad categories and the amount of space available for your library
will influence its size.

4.4.5. Managing Information Services. As historians, one of our primary responsibilities is providing
information research services to the commander, the staff, other government agencies, and the public.
These services, both solicited and unsolicited, can account for a great deal of time-time you may deem
more appropriately committed to writing the periodic history. Finding a proper balance between these
requirements is often challenging. Experience in the career field will help you learn how to balance
information services and periodic history requirements.

4.4.5.1. Until then, here are some considerations to help you determine which projects or services
should take precedence over others. First, remember that your primary function is to collect sig-
nificant documents that tell the history of the organization. To foster that program objective, you
are required to prepare periodic histories. These reports have established due dates and standards
of quality. On the other hand, major commands can modify due dates to meet specific situations.
Keep that in mind.

4.4.5.2. Second, you have a responsibility to support the commander and staff by providing infor-
mation services to meet contemporary mission needs. These needs will sometimes take prece-
dence over preparing the periodic history. How do you know? Ask. When tasked by the
commander, the staff, or yourself for information services, ask how quickly the information is
needed (really) and for what purpose it is needed. The answers to these questions should provide
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insight on what priority to give the request. Consider whether the information can be used in your
history. Often, you will find that time spent providing information services to the commander and
staff will not interfere with, but can even contribute to, preparation of the periodic history.

4.4.5.3. For requests by other customers, including the public, again consider the importance of
the information in terms of your responsibilities to the organization. Generally, try to respond to
any request for information within three workdays. Notifying customers that your goal is to
respond within three workdays demonstrates that you consider their request important, but that
you have other important responsibilities. Customers will frequently agree that three days is sat-
isfactory. If not, they will ask for a faster response.

4.5. Time Management:

4.5.1. Setting aside time each day for information services, administrative duties, and other related
functions will help with time management and improve efficiency. For some, maintaining "to do"
lists of their most important projects assists in daily time management. In either instance, the key is
ordering the workload according to importance and setting aside time to complete the day's (or the
week's, month's, etc.) tasks. Project days off, conference or training attendance, and personal leave
far in advance as possible, and adjust your schedule to overcome these absences.

4.5.2. Obviously, you cannot anticipate all possible situations. Be flexible. Adjust your plans or "to
do" lists as changing situations dictate new, more important priorities. Still, determine to comply with
established standards of timeliness and quality. This may require occasionally setting aside more time
for information services or occasionally working more than eight hours. Be ready. Above all, pro-
ductively use your time. Use your time wisely and when in doubt, ask. The command history staff,
other experienced historians, and your own command section can provide guidance and advice ¢
assist you.

4.6. Summary:

4.6.1. While probably the least interesting of your many tasks, office administration activities are
among the most important. The overall success of your history program depends, to some degree
upon your ability to prepare and respond to staff work, to estimate and submit budget and supply
needs, and to establish an office environment that is functionally efficient. Learning administrative
and managerial skills will not only help you in your current assignment, but will help you throughout
your life. If you become proficient at these skills, the people who eventually replace you at your cur-
rent and later assignments will more easily transition into their new jobs.

4.6.2. Finally, you will find that developing administrative and managerial skills will help you to
improve your relationships with other staff agency chiefs. Many times your reputation, good or bad,
for administrative activities will precede you as you seek documents, interviews, and other informa-
tion sources from wing agencies. Additionally, the reputation you build as an administrator or man-
ager will precede you when you seek assistance in developing or implementing projects. Other
agencies are more likely to be supportive if they know you as one who pays attention to details and
conducts thorough planning. These qualities will build upon themselves and expand your positive
reputation as your staff work flows more easily through the administrative processes. Taking the time
to learn the details now will save you time, frustration, and heartache in the future.
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Chapter 5
CONTINGENCY OPERATIONS

5.1. General In several sectionef this handbook, we havaentioned the imptance d flexibility. We
will mention it again here. Contingercy operations havbecome atandard partfoAir Forceactivities

and of the Air ForceHistory Program. Enlisted hstorians serve 120-day temporary duty assgnments
supportirg Operations NdhernWatch, Sothern Watch,Desert Stam, and Decisive Enehva. As the
world geopditical structure coninues to undergo radical ehge, military humanitaan and peaekeeping
missionswill also continue. As historiangje must be prepareto supporthese activities awell aswar-

timerequirementsAir Force Instruction 84-10&etails ouresponsibilitiesand requirementsThis chap-
ter will not specifically address those respabilities am requirements, duill provide some guidarce
on prepariry for andfulfil ling them.

5.2. Preparing For Contingency Qperations:

5.2.1 Preparations for contingeay operations include a numbelr specific tasks and training. Air
Force instructions define training requirements, which include weapons qualification, self-aid and
buddy-care, chemical warfare defense, and others. Some of these equirements recesstate annual
trainingwhil e othe's differ as toschedule.Be sure ¢ schedu trainingas stipulated to avoidcompli-
cations when taskl for deployment. Your installation deployment oficer can provdeyou with spe-
cific details and requiements. In addition to theequirementsstipulated in irstructions, ensure you
maintain curent on-the-job traning records and other personal information axd emergency locator
data to ease deployment processng. By maintaining current documentation (including shots and
medical records), preparatiofts actual deployments nyabe less stresful.

5.2.2 Perhap the mat importart documentation for single parerd and miltary-maried-to-military

couples is the dependent eptan. The gan must be workable, and yoneed to be abéto implement
it on a moment's noticeDeclining a taskd deployment beause you d not have aequate povisions
for deperdent care @n lead you down a rcad better left untraveled. Additionally, your inability to

deploy will place a greater burden, often wery shot notice, on other higrians.

5.2.3 One of the fist steps in preparing for contingencpeoations is toreview your mobility
deployment kit soon dter you arive at your new duy staticn. Ensue thd it containsthe items
required inAFI 84-102,and include other supplies you believe innfamt. Howe\er, since yal have
to carrythis kit, avod including too mud material. The items citd in AFI 84-102,Attachment 4, are

the minmums baed on 1993 technologe Whenever pasble, update and upgrade your equipment

to better suit your deployment needs$-or example,fiyou have fom software on compact disk or on
your harddrive and it includes tle necessary fornms, do not irtlude large quantities of @per forms.
You should includéloppy disk mailers in your mobity kit. This will allow you b send your com-
pleted hstory formson disk rather tha paper,if authaized by the supported command.

5.24. Next, review your unit, major command, and Barce opagations plansand famiiarize your-
self with yourunit type cod¢UTC) tasking. Knowing where ya are likelyto deploy in waime will
help you @termine how best to prepare. Bploying to a main operating bse isquite differert from
deploying to a &re base oforwardsite. Remember @b that eva thos historians not taked in ofer-
ations pansmay deploy n suppot of contirgencies and enrgency actions.
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5.2.5 Air Forcelnstruction 84-1@ doesnot speify functional training requrementsfor contngency
historical opeations. Still, training for contingencyoperdions is less canplicated han it might
appear. In additioto fulfilling deployment4taining requiements,such as small armsaining, you
should prectice researching and preparing contingercy historical reports. Each wing history office
should hae on hand the fons necessary fa deployed operations. Tle include AF Form 210X on-
tingency Historical Report - Data Collection; AF Form 2111, Contingengy Historical Repat -
- Events Log;, AF Form 212, Contingency Historical Report- Supporting Documentation, and
AF Form 2131 History Operation After-Action Report. These forms are available e ectronic-
ally, and you should soon lble tofill in the forms fom your laptop computeiSuggested methods
of training are explained througcChapter 6.

5.3. Deployed Operatims:

5.31. Deployment locationgary greatly, and the environmentwyltive and work in vaes according
to the location. At some deploymetnsites, troopslive in six-person tents ad most suppating facili-
tiesare also locatd in tents. At others, troops live in tents but areetosuch "normalactivities as
theaters, clubs, and bowling alleys. Still others offer "hard" billets and amenities smilar to those
available at your homstation. From bare bas to fully functional operational installations, you liv-
ing and workirg environment can vargreatly. Contct with the curent historian(if there is one) at
the deployment site whlprovide you with information thawill better prepare you for your arival and
tour of duty.

5.3.2 History Operations. Y ou will find deployed @erations vastly different from activities con-
ducted ayour home installation. The veryature of a deployment dietes tha actionsoccur quickly
and thaforces and theiapplication be flexible. Cosequently, plansan change &the last minute,
and thg may not provideccurate details of actuavents.For the historian,these factors requie that
research beimely and thoough. Primary research locations includedimainterancefunctiors, the
battlestaff, flight line operationgentes, intelligene, and pesonnel.

5.3.2.1. Do notrestrict yourself to primary locations ad agencies, however. As thecoalition
continued to prsecue the air war in the Pseran Gulf, historians learned that aircrews ¢én did
not launch with the munitionsad "fragged" in theair tasking orde. Changes acurred due to the
availability d munitions operational fact® and other considations Rather than relying com-
pletely on docunentation, hisbrians inerviewed muition loaders maintenaice spedlists, and
pilots to obdéin accuratedata m muntions ug. These interviews yieldel more detailel and more
accurate infanation than thateported in muaitionsinventory and use report3.he leson heeis
tha documentation in contingency opetionsis nd always accurateA goad historian will verify
the acuracy of information and make correctiors as neessary.

5.32.2 During coningency ard combat operations, theshorian's attendance aéttie staff brief-
ings and other meetings becomes essantial. The commander and senior staff often discuss te
results of combat aggrations intelligenceinformation and otler operational detls at these meet-
ings. Based on iriormation povided, the commandand staf may make dasions affecting the
operationfor which no doumentation may result. ake acurate and detailed n&ebecaise in
some cees you notes mg be the aly sourcesof information.

5.32.3. There is no dostitute for experiece in depbyed operatioa You can make ewen your
first deployment, howe\er, less frustratimg by attention to etails, some lard work, andcommuni-
cations wth the supported command history office and other historians with more &perience.
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Draw on the knowledge of others, seek guidance and assistance, and be flexible. Do not wait until
you arrive at the deployment site to seek advice. Contact others before you depart, and be pre-
pared when you arrive. If you are replacing another historian at the forward location, contact that
individual to learn of site-specific requirements, living and working conditions, and to gain an
overview of history office operations. In some instances, that individual may not be there when
you arrive.

5.3.2.4. Do not assume that the work schedule at the deployment site is a standard 40-hour week.
In most instances, work schedules vary with operational requirements. The historian should not
fall into the "1st shift" trap. To effectively research and document events, be prepared to work
flexible hours. Some meetings will occur in the evenings. People you need to interview may not
be available during the daytime or "1st shift" hours. Additionally, units may conduct battle staff
operations 24-hours per day. Twelve-hour and longer days and 6 1/2- to 7-day workweeks are not
uncommon.

5.3.3. Other Operations and Activities. Teamwork is the mainstay of successful contingency and
wartime operations. The deployed force must work together in all respects to ensure mission success
and the safety of the force. Therefore, you may be required to perform other duties while deployed,
especially in the first days of deployment to a bare base. Historians deployed during the Gulf War
learned quickly that erecting tents and filling sandbags were activities essential to the welfare and pro-
tection of the entire force. Historians were not exempt from these tasks.

5.3.3.1. However, some historians reported performing duties in mortuary affairs, as the alert
photographer, or other time-consuming activities after completion of tent cities and other force
protection requirements. Be careful of these types of duties. While all must contribute to mission
success, a historian's primary duty is the collection and preservation of combat data through docu-
ment collection, interviews, and completion of the contingency histories. As at home station, you
should avoid additional duties that interfere with your primary function. Use good judgment and,
when serious questions arise, ask the command history office for guidance or assistance.

5.3.3.2. Recreation and leisure activities are equally as important as duty requirements. Long
periods away from home and family, long work hours, and the stress of deployments can take their
toll on your well being. Make an effort to participate in morale, welfare, and recreation events,
chapel activities, or other types of recreation and leisure. Too much idle time can make a deploy-
ment seem endless and add stress.

5.3.3.3. Maintain frequent contact with friends and family at home. Letters to and from loved
ones help to remind us that, although deployed thousands of miles away, we are part of a family
and community at home. These communications, whether telephone calls, e-mail, or letters, can
brighten spirits, reduce anxiety about family, and help time seemingly pass more quickly.

5.3.4. Continuing Operations. Once contingency operations become long-term, as they may at vari-
ous locations (e.g., Operations Northern Watch, Southern Watch, and Desert Storm), the supported
command or local commander may modify their requirements for historical data. Eliminating form
histories in favor of monthly or quarterly narrative histories with appended supporting documents has
occurred in each of these operations. However, the historian's primary responsibility did not change.
The deployed historian is charged with collecting and preserving documentation and other data detail-
ing the operation.
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5.3.4.1. Sitill, the methods of document collection and additional research activities may begin to
model research activities at home stations. Whether compiling data for the contingency historical
reports or for narrative-style histories, develop a rapport with individuals and offices that originate
or maintain the documents you need. Develop and implement procedures to receive recurring
reports, message traffic (especially air tasking orders and mission reports) to and from the organi-
zation, read files, and other documents. Make regularly scheduled and frequent visits to opera-
tions, maintenance, personnel, and logistics activities to conduct research. Attend meetings anc
briefings, especially those attended by the commander or his representative.

5.3.4.2. If preparing monthly or quarterly narrative histories, you may need to modify your time
management practices from those used at your home station. Some have learned that beginnin
the workday with research and then writing daily based on the documents at hand is an efficient
use of time. This practice can work very well if you have established procedures to receive recur-
ring documents and to research activity files on a regular basis. Using this practice, deployed his-
torians have found it easier to stay on schedule--an important consideration for contingency
operations.

5.3.4.3. Avoid overwriting. If you are deploying to an existing operation, such as Southern
Watch, contact the supported theater or major command before your departure. Discuss with
them the quality of the reports submitted previously. You can then use these reports as guides
The major command should also provide you with information on what coverage and depth is
required and with guidance on other administrative, security, or miscellaneous details.

5.4. Summary:

5.4.1. This chapter has dealt with historical operations during contingency and war. It would be

impossible to write everything you may need to know to be successful during a deployment. How-

ever, if you follow the suggestions and guidance in the previous pages, you should be better prepare:
for deployed operations. If you are prepared and trained, deployments should not be of excessive cor
cern.

5.4.2. As has been the case in other chapters of this manual, communication is a central theme. Con
munication with your major command, the supported (theater) command, other historians with
deployment experience, and with family and friends at home will better prepare you for deployed
operations and help sustain you while deployed. Additionally, be prepared and be flexible. Follow
proven research techniques and remember that your primary function is the collection of documenta-
tion and other information of historical value.
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Chapter 6
TRAINING

6.1. General. In addition to al the other tasks and responsibilities outlined inthis handbook, you are
requred to umgrade your skill level commensurate wth your rark. However, because you may be te
only Air Forae histoiian within hundreds o$quare mils, this task is more difficult. Y our positionas a
membe of the commandea's stff alsomay seem to comgicate trainng comgdetion. In many instaces,
the mision suppat squadron mg forget b ensurehe appointment of traineesd @rtifying officials as
patt of you in-processing actions. You,therefore, must take thedd. Air Forcelnstruction 36-2201and
the Gareer Field Education ahTraining Plan prome guidane on upgade taining programsand respon-
sibilities d each oganizationd level. Ultimately, however, tatask is yours.

6.2. Five-Xill Level Training:

6.2.1 The five-lewel training pogram is deigned to upgrae recent graduags of the Hstorian
Apprentice Couse (HAC)within 9-18 monthsof arival at ther first duty station. Many d the perfo-
mance-basel requirements rdy on the tinely submission of organizational histories, assessed asat
leastSATISFACTORY by the maja command (MAICOM) history office. Becawse historians con-
ductmany of theseactivities an adaily basis, the trainee should worknall blocksof training simul-
taneously. The 3HOXL Career Field Education ard Training Plan (CFETP) stipulatesknowledge and
task competengy requirements for upgrato the five skill level. In addition to theasks and skills
speified in the CFEP, traineesnust sucessfully complete the five-lesl distance learning course,
available oty on CD-ROM.

6.2.2 Usethe taining informatian provided in theAttachment 33 in conjunction with the CFETP as

a guide. It providessupplemental daton sourcesfanformation, which, with asistane from the unit

training manageryou can geto dewelop a fomal training plan. Use thee producs-the instructions,
handbooks, and other materials-to depdlirmal plangor five- and gventlevel training. Once the
plans ae deweloped, historianswho follow you can use themfor their training programs.

6.2.3 Trainers and certifying officials should coordinate with the MAJCOM functiona manager
(MFM) to resolve questions carceming the traneés perfornance. To the exent psdgble, trainees
will submit copis of completed projest(histories, heritage pamphlsgtstudies briefings etc.) to the
trainer, certifying official, and MPRM for review. Traners certifying officials, and MFMs will use
these praluds to determine the tranee's performarce level and the apropriateness of certificaton
speific tasks. Qualit assessments ofrganizational, periodic histories and heritage pamphlets may
serve ashe MFM's recommendation faertification of associated tsks. The MFMshould stipulate
exceptions to this recommendation in thenotice of the assessment to the historian and to the com-
mander.

6.24. In addition to requirements stipulated in the CFETP,individuals upgrading to the five skill
level should read the publicationisted an the Chief Master Sergeant of the Air Fce's(CMSAF's)
professiond readinglist, appopriateto ther rank. Otherrecommendeéreadingdor five-leveltrain-
ing include WingedShield, Winged Swad (the 2-volunme history of the Air Force),and Beyond the
Wild Blue (by Walter J. Boyne). Additionallyye recommend the completiorf et least two €mes-
ters (a terms) ofEnglish composition or technical writing. Personnel in upgrade tévkekill level
should dso onsider attending the Air Force Historical Research Agency's basic archive course (if
available) ad completing ECICourse 50, Hstory of the Air Force, ifavailable.
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6.2.5. Thisis an aggressve outline for fivedevel training. However, the recommendations stated
here are esigned toprovide an oerall understanding of Air Force history, aswell as elucation to
improve and maure research and wriing sklls. Not everyone will be able to competeall recom-
mended actionsYour primaryfocusshould centeron the task and knowledgeguirementsstipulated
in the CareeField Eduation and Trainig Plan. Therecommendations stated hexee seonday to
thoserequiremens, bu you should complete themfiposible.

6.3. Seven Skill Level Training:

6.3.1 Thereis no sigriicart distinction between the task req@ments ¢ five and gven skill level
training for the 3HOX1 specidty. Primary differencesfocuson thelevd of skill and knowledge
required for award of the higher skill ével. You can quickly am easily modify your training plan for
five-level upgrade to @ommodateseven-leel requirements. [Do not destroy your five-level plan,
however. Incorpaate the seven-leveplan inb an overall upgragltraining plan for boh levels]

6.32. As with five-level training, the unit must appoint a trainer and certifying official. In many
instancs, thesenior enliséd historian oanothe historian &the majorcommand srves n this capac-
ity if no historian isavailable at youinstallation. As with five-level taining, the certifying official
need not ke an historian [see paagrah 8.2 and Table A62 in the CFETP]. Theertifying official
appointel by the commandanust possess a seen skill level,beother tha the trainer, andhust have
completed the famal OJT Cerifier Course. Completion of the Hi®rian CraftsmanCourse, hedl at
Maxwell AFB AL, is mandatoy for award & theseven skillevel.

6.33. As with five-level traning, thetrainee $iould read thosetitles on he CMSAF's prokssioral
reading listappropriate to their rank. Additional recommeddeaining includes attendanceat the Air
Power History Seminar, theOral History Course, theBasic Curabr's Course offered by theUSAF
Museum andappropriate civilian college or university courses in composjtiechnical writing, and
history-related studies. Recanmended sudementalreadings mclude Beyond ldrizons (by Dr.
David Spires) Technology and the AForce(Mr. Jacob Nuefeld, et al, editors), and othetlés d Air
Forceand U.Smilitary history, as welasworksdealing wth yourunit's weapon sfems.

6.34. Although not designed to make you an Barce or aerospadestory specialist,these works,
and the mayothas available, will fostea greater uncerstanding @ aerospace history,tapplication
of aerospace powerand the hstory of the Air Farce. Additionally, readingemains one 6 the best
waysto improve voebulary and to devel@ writing style and gramma

6.4. Training For Conti ngency Operations:

6.4.1 Training for contingercy operationsmay be one bthe most chllenging aspects ¢ yourtrain-
ing pragram. It is dificult to simulate thecondtions that will @use anxiety anl appehension during
an actual dployment. The sepration rom family and fiends cannotasily be duplicated in a local
environment. Still, during local exercisesou can practice the skills you Wineed ifdeployed in sup-
port of anew contingeng or wartime tasking Note, howe\er, thatthe raining described belo will
not prepare yotior current, ongoingcontingency operatian Historians deployed to Bert Stam,
NorthernWatch,Southern Watch,andJoint Endeavor are not preparing contingeyn¢form) histories.

6.4.2. In addition to completing the mobility training requirements sgecified in plansand in AFI
84-102, participae in local exercises. Begin the exrcise by submitting to your majocommard his-
tory office the history status report confirming your arrival at the smulated depoyment location.
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Although AFl 84-1@ requires that this rgort occur within72 hours ofarrival, accelerate reporting
due to tle relative short duration of unit excises. Next, prepare andsubmit to your maja command
theinitial, weekly contingency historycompletirg theforms base on actual and exercise data as you
would if deployel to aforward location. Obtan the infamation by visiting mainterance, personnel,
battlestdf and command post activés ard othe agencies age@ssay.

6.4.3. You will find that theforms, desgned for aircrdt units do not exatly match the irfformation
you discoverduring yourresearch. In tha case, simpt changethe fam headings toneet your needs.
If your unit "flys" satellitesjndicate the nmber andtypes d satellitescontrolled insteadof the num-
ber and typef aircraft flown. Insertsmilar information for mssiles, helicoptes, early warning radar
systems, or tracking stations. Whatever your unit's weapon or mision system,modify the farms to fit
your need. Although this may notfamiliarize you wih the types of data yamay be collecting at a
forward location; it will provide practice ircompleting the forms andbtaining documerdtion in a
simulatel combat or contingeay operation.

6.4.4 This training achieed by active partcipation in theexercise mg be acomgished een if the
exercise script callfor your simulated epbloyment. In fact, the simulated deploymiecan enhace
the training. If your unit's exercisecsipt callsfor the deployment of your UTC, condutresearchfor
your contingency history up the simulated deploymenthen, participate ithe deployment exr-
cise agequired. Oncethe deployment porbn has teminated, continueesearch and ggparation of
contingency historieas if deployed. Bmembe to submit you after-action repd within 10 days of
termination oftheexercise. Provide copies of hfeports to youtrainer, cerflying official, and wing
command section. The major command history office will conduct a qudity assesanent ofcopies
sert to then and providecomments o strengthsandareas for improvement.

6.5. Enlisted Historian Scholarship Program:

6.5.1 Recently, the Air Farce History Program reeived a scblarship program for enligd histori-
ans. This i®ne of the ihest benefits of beingn enlisted hstorian. It afordsan oppatunity to com-
plete abaccalaureate degree in history under the bootstrap pragram. The IraC. Eaker College for
Professonal Development adninisters he program. Major command functional managers ad the
College for FPofessionalDevelopment History Office (CPD/HO) shduhave tle most current info
mation conerning application proceduresmd applcant eligibility requrements.

6.5.2 Nomination @ckages foeligible appli@nts must include letter of recommendation fom the
applicant's commander and supervisor. Theiegpmfs packge must also include copies ahe last
five enlsted perfamarce reports,a rationale fo applying for the scholarship, a cuent resume, and
all official college trascripts. Themaja command rgtory office must also submi a letter of recom-
mendation on behalf of the applicant. A committee at the Eaker Cofi@yeessioral Development
reviews each applicantjsackage and set¢s one pimary and one alternate candidatépplications
are normally duén early April for thefall semester.

6.6. Summary:

6.6.1 The bottom lie in training is that you musttakean active role in the development ad execu-
tion of your training progam. Whileyou aethe trainee, yo arealso the noncommisioned oficer in

chage (usually). Assuch, itis your responsibity to develop ad implementtraining plansfor
assigred pesonnel-you. Yoursquadronor base training ranagers have thexpertise to ssist you.
Ensure your commandeappoints in writing an on-thgob trainer andcertifying official. Enroll in the
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CD-ROM course for five skill level training. Immediately upon award of the five skill level, begin
seven-level training and schedule attendance at the Historian Craftsman Course. Take the lead i
training for contingency operations as well. Finally, do not forget to attend professional military edu-
cation courses appropriate for your rank.

GEORGE W. BRADLEY, lli
Director of History
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Attachment 1
SAMPLE ABSTRACT FOR AFSPC HISTORIES
Al.l1. (U) ABSTRACT
Al.2. 50th Space Wing History, Calendar Year 1996
Al1.3. Brigadier General Glen W. “Wally” Moorhead Ill assumed command of Falcon Air Force Base’s
Space Warfare Center and the 50th Space Wing, replacing Colonel Simon P. Worden in the latter position

on 15 Mar 95

Al.4. Throughout the year, numerous changes in command and key personnel occurred within the 50th
Space Wing

Al1.5. Schriever Air Force Base underwent an external Environmental Compliance and Assessment Pro-
gram review

Al1l.6. On 30 September 1996, the 50th Space Wing inactivated Detachment 4, 750th Space Group750th
Space Group at Mahe, Seychelles

Al.7. Other organizational changes had no effect on the 50th Space Wing mission.

A1.8. The wing continued planning for the closure of the Fairchild Satellite Operations Center, activation
of the Environmental Satellite Operations Center, and the formation of a 50th Communications Group

A1.9. Environmental engineers identified an unexploded ordnance at New Boston Air Station in New
Hampshire

A1.10. 50th Space Wing personnel continued to support various US and NATO contingency operations
Al.11. Wing satellite operations crews supported missile strikes against Iraq in the late summer of 1996

Al.12. The 50th Space Wing underwent a Quality Air Force Assessment conducted by the Air Force
Space Command Inspector General

A1.13. Operations tempo on the Air Force Satellite Control Network increased by approximately nine
percent

Al.14. JUMP START, a program to convert selected military manpower billets to contractors affected
primarily morale, welfare, and recreation, as well as communications specialists

A1.15. An Air Force Office of Special Investigations inquiry resulted in the arrest of 14 military person-
nel on drug and related charges
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A1.16. On 19 June 1996, the 50th Space Wing transferred satellite control authority for FLTSAT to the
Navy Space Operations Center

Al.17. A search for Pentaborne experimental rocket fuel at the wing'’s installations ended with negative
results

A1.18. The 50th Space Wing assumed satellite control authority for the TAOS satellite

A1.19. Crews of the 1st Space Operations Squadron disposed of the last Block | Global Positioning Sys-
temGlobal Positioning System satellite

Al1.20. Detachment 4, 750th Space Group750th Space Group conducted its last satellite contact on ¢
August 1996 concluding the support with the words, “INDI out”



50 AFSPCHS84-101 1 DECEMBER 1998
Attachment 2
ORGANIZATIONAL HISTORY APPENDICES EXAMPLES

A2.1. The following appendices, in the order listed, are required in AFSPC NAF and wing histories. If
an appendix is not applicable to your unit, include it and indicate that it does not apply. However, these
appendices have been designed to have applicability to most AFSPC units. Some may not apply to num-
bered air forces.

APPENDIX A - LINEAGE AND HONORS DATA

APPENDIX B - ROSTER OF KEY PERSONNEL

APPENDIX C - MANPOWER DATA

APPENDIX D - ORGANIZATIONAL STRUCTURE

APPENDIX E - OPERATIONAL SYSTEMS INVENTORY

APPENDIX F - OPERATIONAL CREW INVENTORY AND TRAINING
APPENDIX G - AIRCRAFT UTILIZATION and MAINTENANCE INDICATORS
APPENDIX H - MUNITIONS INVENTORY

APPENDIX | - OPERATIONAL SYSTEMS READINESS STATUS
APPENDIX J - COMBAT READINESS DATA (SORTYS)

APPENDIX K - LAUNCH DATA

APPENDIX L - UNIT EXERCISE PARTICIPATION

APPENDIX M - SAFETY

APPENIDX N - FINANCIAL DATA

APPENIDX O - CONSTRUCTION

APPENDIX P - HOUSING INVENTORY AND OCCUPANCY DATA
APPENDIX Q - UNIT AND INDIVIDUAL AWARDS (major command and above)
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Attachment 3

APPENDIX A

Figure A3.1. Lineage and Honors Data.

(U) APPENDIX A

LINEAGE AND HONORS DATA

Unit Designation:
Previous Designation:
Authority:

Commander:

Vice Commander:

Assigned Establishments:

Assigned Units:
Assigned Units Gained:

Assigned Units Lost:

Internal Reorganization:

Detached/Separated Units:

Detached/Separated Units
Gained or Lost:

50th Space Wing
Same (If changed, so indicate)
Same (if changed, cite authority)

Col James T. Jones, 29 June 98,
AFPSC G-13

Col John Q. Public, 14 Sep 97

50th Logistics Group

50th Operations Group

50th Support Group

50th Systems Group (previously 50th
Communications Group, 1 Oct 98,
AFSPC GR-01, 27 Sep 98)

Headquarters, 50th Space Wing
None

50th Comptroller Sqg, 1 Oct 98 (AFSPC
GD-27, 7 Sep 98)

50th Maintenance Squadron reassigned
to 50th Systems Group, 1 Oct 98 (AFSPC
GR-12, 4 Sep 98)

Det 1, 50th Space Wing, Wainahe,
Hawaii

Det 2, 50th Space Wing, Mons, Belgium
inactivated 1 Oct 98 (AFSPC GD-01,

13 Sep 98)

OL-A, 50th Space Wing, Paris, France,
activiated 1 Oct 98 (AFSPC GD-01,

13 Sep 98)
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Figure A3.2. Lineage and Honors Data.

Unit Awards:* AFOUA, 1 Sep 94 - 31 Aug 98, HQ USAF
G-14, 19 Sep 98 (shared by all subordinate
groups and squadrons)

Emblem: Approved 13 Nov 56.

* Include only AF Outstanding Unit Awards, AF Organizational Excellence Awards,
Combat or Campaign Streamers, Presidential Unit Awards, Joint Awards, Foreign
Awards, and the like. Do not include such items as “AFSPC Best Messkit Repair
Squadron, Small Base.” Include those awards in Appendix G, Unit and Individual
Awards.

NOTE 1: Describe the emblem in the original heraldic terms as available. Include a line
drawing or black & white copy of the emblem as mandated by AFI 84-101.

NOTE 2: Include Lineage and Honors Data for all establishments (group and above) assigned to your
organization. EXCEPTION: Numbered Air Force History Offices need not include data for assigned
wings; but will include this information for directly assigned groups, centers, or other establishments
without an assigned historian.
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Figure A4.1. Roster of Key Personnel.

ROSTER OF KEY PERSONNEL

Wing Staff
Commander

Vice Commander

Senior Enlisted Advisor
Director of Staff

Inspector General
Chaplain

Historian

Staff Judge Advocate
Chief, Command Post
Chief, Manpower and Quality
Chief, Plans and Programs
Chief, Protocol

Chief, Public Affairs

Chief, Safety Office

Chief, Social Actions
Chief, Treaty Compliance

91st Operations Group

Commander

Deputy Commander
Operations Superintendent
Chief, Standardization

91st Missile Sg Commander
91st Missile Sq First Sgt
92d Missile Sq Commander
92d Missile Sq First Sgt

91st Support Group

Commander

Deputy Commander
91st MSSQ Commander
Chief, Personnel

91 MSSQ First Sgt

91st Logistics Group

Attachment 4
APPENDIX B

(U) APPENDIX B

Name

Col Harry P. Anyone
Col George P. Kidsalot

Lt Col Johnny D. Boy
Lt Col Peter C. Piper
Lt Sandra P. Quincy
SMSgt John P. Doe

Dates

26 Oct 97-Present
14 Nov 93-25 Oct 97
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91st Medical Group

SOURCES: 91st Space Wing G-Series Orders, 1998, Supporting Document SO-1; HQ
20 AF Order G-13, 26 Oct 97, Supporting Document SO-2; Roster (U), 91 SW/CCA,
“Staff Roster,” Jan-Dec 98, Supporting Document 1-47; Roster (U), 90 SW/CCC, “First
Sergeant Roster,” Jan-Dec 98, Supporting Document |-112.

NOTES:
1) Include all squadron and group commanders, deputy commanders, first sergeants, and
CMSgts serving in billets as group superintendent.

2) A unit cannot have two commanders on the same date. If an assumption of
commander order cites 26 October 1998 as the effective date, the previous commander
relinquished command on 25 October 1998, regardless of when the ceremony occurred.
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Attachment 5
APPENDIX B-2

Figure A5.1. Key Personnel Biographies.

(U) APPENDIX B-2
KEY PERSONNEL BIOGRAPHIES

This appendix contains biographies of the following personnel:
Col Peter Piper, 91st Space Wing Commander, 27 Oct 97-Present
Col Johnny B. Good, 91st Space Wing Vice Commander, 14 Nov 94-Present

Col Sandy Beaches, 91st Logistics Group Commander, 17 Oct 95-24 Nov 97

SOURCE: Biography fact sheets provided by 91 SW/PA.

NOTE: Include all senior officers (wing, group, and squadron commanders) as well as
senior enlisted advisor and chiefs of staff agencies, when available. When personnel
changes occur, include biographies for arriving and departing individuals. Number the
pages of the biographies as you would any other page of the narrative volume.
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Attachment 6
APPENDIX C

Figure A6.1. Manpower Data.

(U) APPENDIX C

MANPOWER DATA
Authorized vs. Assigned
(Data as of: 30 June 1998)

Unit Officer Enlisted Civilian Contract

HQ 21 SW 79/82 125/116 17/17 0/0
21 MSSQ 5/5 114/122 16/12 0/0
21 8VSs 3/3 72/75 4/5

48/47

21 CES

21 TRNSS

21 SUPS

21 SFS

2 CACS

3 CACS* 7/ 49/ 5/

14/14

Tenant Units**

HQ AFSPC

US Army SPACECOM
Navy SPACECOM
HQ NORAD

* 3 CACS was a tenant unit at Holloman AFB, New Mexico. Military and civil
service personnel accountability was provided by the 375th Wing. See that
organization’s history for assigned strength data for these units.

** The 21st Space Wing Manpower and Quality Office or Personnel Offices did
not maintain authorized strength data for these organizations.

SOURCES: Rpt (U), 21 MSS/DPMUX, “Monthly Assigned Military Strength
Report,” Jan - Jun 98, Supporting Document 1V-14; Minutes (U), 21 MSS/CCPO,
“Civilian Employee Cost Management Committee Meeting Minutes,” Jan-Jun 98,
Supporting Document IV-17.
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Attachment 7
APPENDIX C-2

Figure A7.1. Deployed Manpower Data (U).

(S) APPENDIX C-2
DEPLOYED MANPOWER DATA (U)

Operation Jan Feb Mar Apr May Jun
Joint Guard 23 17 21 15 19 26
Northern Watch 45 61 26 37 18 49
Southern Watch 67 49 30 48 69 49
Desert Storm 78 44 60 49 84 85
Joint Endeavor 12 11 15 27 13 9
TEAM SPIRIT 45 45 0 0 0 0
Classified Robin 89 57 76 81 0 0
TOTAL*

NOTE: Figures reflect total number of personnel deployed during the month to
locations supporting these operations.

SOURCE: Rpt (S/Decl 4 Apr 02), 341 MSS/DPRU to 14 AF/CV, “Personnel
Deployments - Operation Classified Robin (U),” 4 Apr 98, Supporting Document 1V-89;
Rpt (U), 341 SW/Personnel Readiness, “Monthly Deployed Forces Report,” Jan-Jun
98, Supporting Document 1-78.

Derived From: Classified Robin Personnel Deployment Report
Declassify On: 4 Apr 02
Source Dated: 4 Apr 98

NOTE: If space permits, you may include this appendix on the same page as your authorized and
assigned strength data. However, use good judgement and maintain a professional appearance. Avoid
crowding too much information on the page. You may also center this information on the page, keeping
the title at the top of the page, to enhance appearance. Include information on classified deployments to
the extent possible.
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Attachment 8
APPENDIX D

Figure A8.1. Organizational Structure.

(U) APPENDIX D
ORGANIZATIONAL STRUCTURE
341st Missile Wing (January 1998)

341st Missile Wing

| Wing Staff* Executive Officer |
| 341st Logistics Group 341st Medical Group |
| 341st Operations Group 341st Support Group |

*Wing Staff incorporated the following agencies: Public Affairs, History Office,
Plans and Programs, Treaty Compliance, Inspector General, Manpower and
Quality, Chaplain, Staff Judge Advocate, Safety, Social Actions, Senior Enlisted
Advisor, Command Post, Protocol. The Director of Staff (DS) office was an
unofficial agency staffed to reduce administrative responsibilities of the
commander and vice commander.

SOURCE: HQ AFSPC/XPMO, "Manpower and Organization Chart Book,"
January 1998, Supporting Document 1-26; Order (U), HQ AFSPC G-47, 23 Aug
98, Supporting Document SO-3.

NOTES:

1) Include an organizational chart for each assigned group. If significant changes in
structure occurred, show “before and after” structure and include dates.

2) Title subordinate pages in the appendix sequentially. For example, the next page in
this series will be titted: APPENDIX D-2, Organizational Structure - 341st Logistics

Group.

3) Rather than “cutting and pasting” an organization chart from some other document,
take a few minutes to create one using Powerpoint or Microsoft Organization Chart. It
truly enhances the professional appearance of the history.



AFSPCH84-101 1 DECEMBER 1998 59
Attachment 9
APPENDIX E

Figure A9.1. Operational Systems Inventory (U).
THIS IS AN UNCLASSIFIED EXAMPLE
(S) APPENDIX E
OPERATIONAL SYSTEMS INVENTORY (U)

SYSTEM* ASSIGNED OPERATIONAL NO.
BACKUP

Launch Pads 34 32 2
Atlas Booster 0 6 6
NAVSTAR GPS 36 24 6
DMSP 38 18 4
MILSTAR

DSP

MINUTEMAN Il1

LCC

MAF

WARNING SYSTEM**
SURVEILLANCE
SYSTEMS**

UH-1IN

SOURCE: Rpts (S/Decl 14 Aug 2018), 90 SW/CCP, “Some Report to 20th Air
Force (U)”, 14 Aug 98, Supporting Document 11-105.

Derived From: Some Report to 20AF
Declassify On: 14 Aug 2018
Source Dated: 14 Aug 1998

*List those systems assigned to your unit. This list is not inclusive. Ensure you
cite the source(s) of your information. Since numbered air forces do not have
assigned systems, this appendix is not applicable. Include the page and
appendix title and indicate “NOT APPLICABLE.”

*»*21ST SPACE WING - INDICATE TYPE.

THIS EXAMPLE IS UNCLASSIFIED
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Attachment 10
APPENDIX F

Figure A10.1. Crew Inventory and Training Data.

U) APPENDIX F
CREW INVENTORY AND TRAINING DATA

Part 1 - Crew Inventory*
(Authorized/Assigned/Ready)

Crew Position Jan Feb Mar Apr May Jun
Missile Crew Cmdr 12/14/11
Dpty Msl Crew Cmdr | 12/16/12
Helicopter Pilot 22/19/17
Helicopter Copilot 22/25/24
Satellite Cntrl Crew
Commander
Satellite Cntrl Crew
Space Launch Crew
Commander
Space Launch Crew
Space Warning
Crew Commander
Space Warning

Crew
SOURCE:
Part 2 - Crew Training
(Entered/Completed)
Course Jan Feb Mar Apr May Jun
Missile Crew Ready 1/0 0/1 2/0 2/1 1/2 0/0

Missile Crew Cmdr
Aircraft Cmdr
Copilot Upgrade
Satellite Crew
Upgrade

Satellite Crew
Ready

Msn Ready Cmdr
SOURCE:
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INSTRUCTIONS FOR APPENDIX F, PART 2 (TRAINING):
1) Provide data for each month for each crew position.

2) Data need not be broken out by squadron, but may be at the discretion of the
historian.

3) Units with aircraft (helicopters) do not neglect to include aircraft crew
information.

4) Include all crew positions and training courses.

5) Sources of information include monthly crew reports from operations groups
and standardization and evaluation divisions.

6) If sufficient courses exist to divide Part 2 into separate tables, do so. A
suggested division would be “Mission Ready Training” and another table
showing data for “Upgrade Training”. You may also divide training by systems,
e.g., “Missile Crew Training” and “Aircrew Training”. Whichever you chose,
include all crew positions and training courses conducted by the organization.
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Attachment 11
APPENDIX G

Figure A11.1. Aircraft Utilization and Maintenance Data.

(U) APPENDIX G

341st SPACE WING AIRCRAFT UTILIZATION
and MAINTENANCE DATA
(July — December 1999)

Aircraft July August September October Novembe December|
UH-1N
Hrs Prog
Hrs Sched
Hrs Flown
Training
Msn Spt
Rescue
Hours
Possessed
Hrs NMCS
Hrs NMCM
Hrs NMCB
Hrs FMC
Number
Possessed
No. FMC
Include data for all assigned aircraft types. Add other categories as necessary.
SOURCE: Rpt (U), 71 RF/DOO, “Monthly Flight Activity Report,” Jul-Dec 99, Sun)l
Doc II-57.
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Attachment 12
APPENDIX H

Figure A12.1. Munitions Inventory.

THIS IS AN UNCLASSIFIED EXAMPLE
(S) APPENDIX H

91st SPACE WING MUNITIONS INVENTORY (U)
(July — December 1999)

Munition July August September October November | December

GBU-28

Authorized

Available

Deployed

MK-114

Authorized

On Hand

Deployed

Derived From: 91 SW Monthly Munitions Rpt
Declassify On: 25X3
Source Dated: 27 Jan 2000

SOURCE: Rpt (S/25X3), 91 SW/DOC to 20 AF/DOC, “Monthly Munitions Report (U),”
27 Jan 2000, Sup Doc 11-128.

THIS IS AN UNCLASSIFIED EXAMPLE
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Attachment 13

APPENDIX |

Figure A13.1. Operational Systems Readiness Status.

(S) APPENDIX |

OPERATIONAL SYSTEMS READINESS STATUS
(July — December 1998)

System Jan Feb Mar Apr May Jun
Minuteman Il (or
Peacekeeper)

Number Possessed
No. Mission Ready
MGS Failures
NMC Hours
Operational MAFs
Operational LCCs
GPS
Satellites on Orbit
Number Operational
Constellation Downtime
(Hours Unscheduled)
AFSCN
Hours Available
Hours Used
Hours Unscheduled
Downtime
Warning Systems °
EGS Hours Available
EGS Hours Used
EGS Unscheduled
Downtime
Surveillance Systems *
Launch Centers
Number Possessed
Number Operational
Hrs Unsched Downtime
SOURCE:
Note 1: Use this data for each assigned satellite constellation. 21 SW include
this data for DSP constellation. Note 2: Include data for each station or site.
Note 4: Include same data as for warning systems for each site or station

Derived From:

Declassify On:
Source Dated:
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Attachment 14
APPENDIX J

Figure A14.1. Combat Readiness Data.

THIS IS AN UNCLASSIFIED EXAMPLE

(S) APPENDIX J

50th SPACE WING
COMBAT READINESS DATA (U)
(July — December 1998)

UNIT July August September October November | December

24 SOPS

Personnel

Equipment

Training

50 SFS

Personnel

Equipment

Training

Derived From: Multiple Sources
Declassify On: 20 Jan 2019
Source Dated: 20 Jan 1998

SOURCE: Rpt (S/Decl 20 Jan 2019), 50 SW/DOC to 14 AF/DOC, “SORTS (U),” 20 Jan
99, Sup Doc 11-128; Rpt (S/ Decl 16 Nov 17), 50 SFS/CC to 50 SW/DOC, SORTS (U),”
16 Nov 97, Sup Doc II-161.

THIS IS AN UNCLASSIFIED EXAMPLE.
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Attachment 15

APPENDIX K

Figure A15.1. Launch Data.

(U) APPENDIX K

45th SPACE WING LAUNCH DATA
(July — December 1998)

Date/Time Pad Booster Payload Customer
17 Jan 98/0700 SLC17A Atlas D GPS USAF
29 Jan 98/1513 SLC14W Titan |l DMSP NOAA

Source:
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Figure A16.1. Exercise Participation.

Attachment 16
APPENDIX L

(U) APPENDIX L

EXERCISE PARTICIPATION

(July — December 1998)

Part 1: Higher Headquarters Directed Exercises

Dates

Exercise Name

Location

14 Jun-27 Sep

Reforger

Hahn Air Base, Germany

17 Jul-4 Aug

Brilliant Ballast

Minot AFB (CPX)

16 Aug-27 Sep

Cocoa Thunder

Tiddleywink, Idaho

27 Oct-15 Dec

Thanksgiving Turkey

Monument, Colorado

12-22 Dec

Glory Trip 98-025

Vandenberg AFB, CA

Source: Rpts (U), 50 SW/CC to 14 AF/CV, “Commander’s Monthly Status Report,” Jul-
Dec 98, Sup Docs II-27 through 11-32.

(PV) Part 2: Local and Operational Readiness Exercises

Dates Exercise Type Overall Rating
17-22 Jul Opinicus Vista ORE Satisfactory
5-12 Oct Short Sprint ORE Marginal
12-15 Nov Major Accident Response Not Graded
7-12 Dec Short Sprint ORE (Mobility Only) Excellent

Source: Rpts (PV), 50 SW/CVI to 50 SW/CC, “Exercise Evaluation Team Findings —
Opinicus Vista 98-3,” 29 Jul 98, Sup Doc 1I-38; Rpt (PV), 50 SW/CVI to 50 SW/CC, “Short
Sprint Exercise Evaluation,” 15 Oct 98, Sup Doc 11-39; Rpt (PV), 50 SW/CVI to 50
SWICC, “Short Sprint Mobility Exercise Evaluation,” 22 Nov 98, Sup Doc 11-40;
Conversation (U), TSgt Jimmy Crackcorn, 50 SW/HO, with LtCol Jim Beam, 50 SW/CVI,
subj: Wing Exercises, 4 Jan 99.
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Figure A17.1. Safety Data.

AFSPCHS84-101
Attachment 17
APPENDIX M

(U) APPENDIX M

30th SPACE WING SAFETY DATA
(January — June 1997)

1 DECEMBER 1998

Jan Feb Mar Apr May Jun

Class A

Air Mishaps *

Rate

Ground Mishaps

Rate

Class B

Air Mishaps

Rate

Ground Mishaps

Rate

Class C

Air Mishaps

Rate

Ground Mishaps

Rate

HAP Reports

mishaps.

SOURCES:

*High Accident Potential
Note 1: Space control units (including 21 SW) substitute orbital mishaps for air

Note 2: ICBM Units include hazardous air traffic reports submitted by helicopter
flights, Dull Sword reports, etc.
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Attachment 18
APPENDIX N

Figure A18.1. Financial Data.

(U) APPENDIX N

FINANCIAL DATA
(Information as of: use date of last report, minutes, etc.)

Fiscal Year 1998 Closeout Data:

Authority YTD Spending
BAC 01 69,385,378 45,123,456
Civilian Pay
Military Const.
BAC 02
BAC 04

DIRECT TOTAL
Reimbursement

GRAND TOTAL

Fiscal Year 1999 Year-to-Date Data:

SOURCES: Rpts (U), 321 MG/FMA, “Financial Working Group Minutes,” Jan-
Dec 98, Supporting Document IV-78; Rpts (U), 321 MG/FMA, “Financial
Management Board Minutes,” Jan-Dec 98, Supporting Document 1V-79.

1) Include subcategories of each budget activity code, as appropriate.
2) Spell out acronyms used.

3) Include data for all fiscal years, completed or partial, during the period of the
history.

4) Annually, include information from the Economic Resource Impact Statement
as APPENDIX E-2, ECONOMIC INFLUENCE DATA. Such information should
show annual spending, for pay, housing, construction, and contracts, as well as
the total economic value of that spending and number of jobs created in the
economic impact region.
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Attachment 19
APPENDIX O

Figure A19.1. Construction Data.

(U) APPENDIX O
CONSTRUCTION DATA

Part 1 - Projects Completed:

Project Number Description
Cost

FAL-P-98262140 Construct New Operation Support Facility
Part 2 - Projects Underway:

FAL-P-994-00-345  Alter and Add to Dining Facility

Part 3 - Significant Self-Help Projects:

1998WG001 Construct Recreation Pavilion

SOURCE: Minutes (U), 50 CES/CER, “Minutes of the 50 SW Facility Working

Group,” Jan-Dec 98, Supporting Document IV-17.

3,245,000

1,234,567

180,444

A2.15.1. Among other documents that provide data on construction activity are:

contracting documents, engineering documents, papers detailing facility
requirements, and many more. Check carefully with Real Property and other

agencies within the civil engineer squadron to locate construction and self-help

information.
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Figure A20.1. Housing Data.

Attachment 20
APPENDIX P

(U) APPENDIX P
HOUSING DATA

January February March April

May

June

1 Bdrm

No. Units

No Vacant

Avg Vacancy

2 Bdrm

3 Bdrm

4 Bdrm

Source:
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Attachment 21
APPENDIX Q

Figure A21.1. Unit and Individual Awards.

(U) APPENDIX Q
UNIT AND INDIVIDUAL AWARDS

Part 1 - Unit Awards:

21st Security Forces Sq AFSPC Best Security Forces Squadron -
Small Unit, 1997

21st Services Squadron Air Force Innkeeper Award,1998

Part 2 - Individual Awards:

Capt Jon Dandy, 21 CS AFSPC Communications and Computer
Officer of the Year

Amn Rita Rita, 21 MSS AF 12 Outstanding Airmen of the Year, 1998

MSgt Frank Franson, 21 SFS Air Force First Sergeant of the Year, 1998

SOURCES: Sources for this appendix will include messages announcing award
winners, letters of congratulations, and newspaper (usually base newspaper)
articles. Copies of the nominations may also be included to provide details on
the unit’s or individual's accomplishments that warranted the award.
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Attachment 22
ORGANIZATIONAL HISTORY COMPLETION CHECKLIST

Figure A22.1. Completion Sample.

ALL PURPOSE CHECKLIST mee 1 o 1 eas
TITLEISUBJECT/ACTIVITY/FUNCTIONAL AREA 0PR DATE
' Organizational History Completion Checklist HO 1 Oct 98
| No. ) ) Mo ) Yes | No | N/A
{Assign a number to each item. Draw a horizontal line between each major paragraph.)

1. Does the front matter comply with instructions and examples specified in AFI84-101

2. Check for proper security classification markings and caveats on cover, title page , paragrraphs, and
security notice page.

3. Check for classification, declassification, and downgrade instructions in footnotes.

4. Check for classification, declassification, and downgrade instructions for charts, tables, graphs,
photographs, and other illustrations.

5. Check appendices for compliance with AFI84-101 and the AFSPC Handbook.
6. Check narrative for:
Format
Narrative style
Passive voice (less than 20 percent target)
Past tense
Proper footnoting {see AF184-101)
Sufficient detail (who, what, when, where, why, how)
Focus on mission
Sufficient documentation {average 3 distinct documents per page}
Grammar
Spelling
7. s abstract properly formatted (if used)?
8. Is the index properly formatted and complete?
9. Does the gazateer include appropriate information?
10. Is the list of supporting documents properly prepared?
All G-series orders as stipulated in AFI84-101 and this handbook?
Classification, declassification, and downgrade instructions included?
Numbered by chapter as appropriate?
11. Is the distribution page properly prepared?
12. Have you prepared an electronic {disk or CD copy for AFSPC/HO?

13. Are illustrations properly used, significant to the surrounding narrative, contain proper classification and
downgrade instructions, and professional in appearance?

14. Is the narrative professional in appearance?

15. Are the history and its supporting documents properly bound?
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LIST OF JARGON WORDS AND PHRASES
and/or - use one or the other, as appropriate
blue-suiters— try Air Force personnel, etc.
“can do” — this is a throw-back to the 1980s and is meaningless
deactivate- unless you’re talking about an explosive device (including missiles and
their silos)--units are inactivated
January saw— This is called personification—giving an inanimate thing a human trait.
Since January is inanimate, it is unlikely that it saw anything. Trees,
groups, wings, days of the week, and other inanimate things do not “see.”
impact - unless you are talking about bombs, missiles, or other objects
prioritize - try rank order or establish a list of priorities
proactive - unless in a direct quote or it's unavoidable. Try “anticipatory.”
put bombs on target- no unit in AFSPC has this included in their official mission statement.
unique — unique means one-of-a-kind. If you use unique, be sure that it is.
warfighter - I've never heard of a peacefighter, have you? Try combatant, combat
forces, watrrior, etc.
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Attachment 24

RESEARCH MEMORANDUM EXAMPLE

Figure A24.1. Research Memorandum.

RESEARCH MEMORANDUM

50TH SPACE WING HISTORY OFFICE

As Of: 1 Nov 97

The footnotes in the most recent histories should provide you with a good start
on sources of information for the wing’s organizational history. Topics will
change from time to time, however. This listis not inclusive. It would be
impossible to list all sources of potential information. It will provide you,
however, with the basic information sources to begin research. In addition, each
organization is required to submit a quarterly list of significant events, including
a point of contact for those events, that serves as a good tool for identifying
topics that may warrant inclusion in the history. The 50 SW/CCA provides read
files, transitory files, and other files for review before destruction or other

disposition.

TOPIC

AGREEMENTS
(Memorandums and Interservice
Support Agreements)

AFSCN

ASSIGNED STRENGTH
AUTHORIZED STRENGTH

2768

COMMUNICATIONS SATELLITES
DMSP

DISCIPLINE

MSS/DPMA

ECONOMIC INFLUENCE

SOURCE/AGENCY/PHONE #

50 SW/XP/7-2662; 50 SW/FM/7-5102

50 SW Information Reference Book
50 SW/XPO

Monthly Strength Reports/50 MSS/DPU
7-5913

Unit Manpower Document/50 SW/MQ/7-

3 SOPS

6 SOPS (until inactivated)
Quality Force Review Board/50
7-5355 (Lt Esser)

Economic Resource Impact Statement
50 SW/FM/7-5101
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ENVIRONMENTAL ISSUES
CESI/CEV,

EXERCISES

FACILITIES

FAFB AFSCN OPERATIONS

FINANCIAL MANAGEMENT

GLOBAL POSITIONING SYSTEM

GUARDIAN CHALLENGE
KEY PERSONNEL
MISSION

Reference

(from

MILSTAR

OAS SATELLITE OPERATIONS
Report

ORGANIZATION

Book

SAFETY ISSUES

SORTS
Reports

AFSPCH84-101

Reports, Messages, Evaluations, 50

7-4025 (may also be found in OpRep 3B
messages in read files)

Reports, etc., 50 SW/X P (on distribution)

Facilities Board & Working Group Minutes
50 CES/CERR, 7-2395

Units, FAFB Satellite Operations Summary
50 LSS (should be on distribution)

Board Minutes, 50 SW/FM, 7-5101

Quarterly GPS Status Messages, etc
2 SOPS, SMSgt Penkala, 7-2476

50 OG (POC changes)

G-series orders (each unit), Staff Roster
50 SW/CCX or 50 SW/CCA

AFls, Manpower and Organization
Book (from 50 SW/CCA files), SORTS
each unit or command post)

4 SOPS

Network Operations and Resources
750 SG (on distribution)

Org Charts, 50 SW/CCX and AFSPC
Manpower and Organization Reference
50 SW/SE database/7-5045

Each unit and command post SORTS

(classified)/7-2180

1 DECEMBER 1998
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Attachment 25

SECURITY MARKING EXAMPLES

Figure A25.1. Examples.

Single Source:

Multiple Sources:

Derived From:
Declassify On:

Source Dated:

Derived From:
Declassify On:

Source Dated:

Derived From:
Declassify On:
Source Dated:

Derived From:
Declassify On:
Source Dated:

Derived From:
Declassify On:
Source Dated:

Derived From:

Declassify On:

Source Dated:

Derived From:
Declassify On:
Source Dated:

AFSPC/XP Hang Ten Report
25X3 (This is a 25-year exemption category)

15 Oct 98

SCG Program 97-11
15 Oct 2018 (Specific date indicated on the
document)

15 Oct 98

AFSPC/XP Hang Ten Report, 15 Oct 94
Source Marked OADR
15 Oct 94

SCG Program 97-11
Upon completion of tests
15 Oct 98

Multiple Sources
25X3 (Most restrictive declassification)
27 Nov 97 (Most recent date source date)

Multiple Sources

15 Oct 2018 or upon completion of tests,
whichever is later (When some sources are
dated and others cite events)

15 Oct 98

Multiple Sources

Sources Marked OADR

15 Oct 98 (Use the date of the most
recent document marked OADR)
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WARNING NOTICES AND ADMINISTRATIVE CONTROLS

Restricted Data (RD): Include the following statement on the cover, title page, security notice, and all
appropriate tables, charts, and appendices. Mark paragraphs and footnotes with (S/RD).

RESTRICTED DATA

This material contains Restricted Data as defined in the Atomic Energy Act of 1954. Unauthorized dis-
closure subject to administrative and criminal sanctions.

Formerly Restricted Data (FRD): Include the following statement on the cover, title page, security
notice, and all appropriate tables, charts, and appendices. Mark paragraphs and footnotes with (S/FRD).

FORMERLY RESTRICTED DATA

Unauthorized disclosure subject to administrative and criminal sanctions. Handle as Restricted Data in
foreign dissemination. Section 144.b, Atomic Energy Act, 1954.

Critical Nuclear Weapons Design Information (CNDWI): This warning notice is rare and you should

not see it unless your clearance indicates that you have access. Mark the front cover, title page, and secu-
rity notice with the following caveat. "CRITICAL NUCLEAR WEAPON DESIGN
INFORMATION_DOD DIRECTIVE 5210.2 APPLIES." Paragraphs are marked with "(N)" following

any other markings, as in "(S/FRD) (N)" to avoid confusion with North Atlantic Treaty Organization
(NATO) information. Additionally, when shipping CNWDI, the outer wrapper must bear, "TO BE
OPENED BY PERSONNEL AUTHORIZED ACCESS TO CNWDI MATERIAL."

Originator Controlled (ORCON): This is a special intelligence identifier indicating material which
requires the originator's authorization for dissemination. Consult AFI 14-303 before using any intelli-
gence information in histories, studies, or other reports. When this information is used, the cover, title
page, and security notice will include: "DISSEMINATION AND EXTRACTION OF INFORMATION
CONTROLLED BY ORIGINATOR." Remember, you are not the originator. Mark paragraphs and
source citations with ORCON.

Proprietary Information Involved (PROPIN) or (PR): This may be used with or without classification
markings to indicate information provided by a commercial firm or private source under an express or
implied understanding that the information will be protected as proprietary data believed to have actual or
potential value. Covers, title pages, and security notices must be marked: CAUTION_PROPRIETARY
INFORMATION INVOLVED. Paragraph markings will include PROPIN or PR caveats.

US Only (UO): Self-explanatory. Mark paragraphs with (OU) in addition to any classifications. This
caveat may be used with unclassified information, as in diplomatic memos. When unclassified mark
paragraphs (U/UO). Mark the cover, title page, and security notice with "THIS DOCUMENT CON-
TAINS US ONLY INFORMATION."

US and (specify country(ies)) OnlyDenotes information releasable to select countries beyond the US.
Mark as with US Only information. Document cover, title page, and security notice indicate, "THIS
DOCUMENT CONTAINS US AND (specify country or countries) ONLY INFORMATION."

Foreign Government Information: Mark the front cover, title page, and security notice with "THIS
DOCUMENT CONTAINS FOREIGN GOVERNMENT INFORMATION." Mark paragraphs appropri-
ately. When using NATO information, the cover, title page, and security notice must declare "THIS
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DOCUMENT CONTAINS NATO CLASSIFIED INFORMATION." Mark paragraphs and source cita-
tions using (N- ) to indicate the information's NATO classification. For example, (N-S) indicates the
information is NATO SECRET. All NATO documents must be bound separately from US documents.

For Official Use Only (FOUO): Mark paragraphs and source citations FOUO, even in unclassified his-
tories. However, do not mix FOUO and classification markings in paragraphs. Do not indicate that a
paragraph is (S/FOUQ). The classification marking takes precedent. In classified histories include the
notice "IF DECLASSIFIED, REVIEW THE DOCUMENT TO MAKE SURE MATERIAL IS NOT
FOUO AND EXEMPT UNDER AFI 37-131 BEFORE PUBLIC RELEASE."

Privileged Information (PV): Handle as with FOUO. There is no warning for the front cover, title
page, and security notice of unclassified histories containing PV information. However, unclassified his-
tories containing PV information are marked FOUO on cover and title page. Mark paragraphs (PV) and
mark the page FOR OFFICIAL USE ONLY, if unclassified. Otherwise, mark pages and paragraphs with
appropriate classifications. In classified volumes mark the cover, title page, and security notice with the
warning, "IF DECLASSIFIED, REVIEW THE DOCUMENT TO MAKE SURE MATERIAL IS NOT
FOUO AND EXEMPT UNDER AFI 37-131 BEFORE PUBLIC RELEASE/PV."
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SAMPLE SECURITY NOTICE
Security Notice and Administrative Controls

(V) This volume is classified SECRET (or appropriate classification) by multiple sources to conform to
the classification given the information derived from source documents. It contains information affecting
the national defense of the United States. The law prohibits your transmitting or disclosing the contents
of this volume to an unauthorized person in any manner. Handle according to the provisions of DOD
5200.1-R and AFI 31-401. Restrict distribution and dissemination of its contents on a strict
"need-to-know" basis. For a list of records supporting this derivative classification, see the source cita-
tions (footnotes) for portions and paragraphs and the list of supporting documents. [Add statements for
NATO or Foreign Government Information as appropriate.]

(U) FORMERLY RESTRICTED DATA. Unauthorized disclosure is subject to administrative and crim-
inal sanctions. Handle as Restricted Data in foreign dissemination. Section 144.b, Atomic Energy Act,
1954. Pages and Supporting Documents

(U) This history (or volume as appropriate) contains the following special handling instructions and
administrative controls.

FOR OFFICIAL USE ONLY: Pages and Supporting Documents
PRIVILEGED INFORMATION: Pages and Supporting Documents
US Only:

US and UK:

NATO SECRET:

(V) All Chapter headings, titles, and subtitles are unclassified under the authority of DOD 5200.1-R, AFI
10-1101, AFI 31-401, and AFPD 31-4.

NOTE:

This example is not intended to be all-inclusive. Modify it according to your needs. When in doubt, ask.
Remember, the markings on the cover and title page are the same. A separate security statement is
required for all volumes. This security notice identifies the source citations (footnotes) and list of sup-
porting documents as the required "multiple source list." You do not need to create another list of all of
your classified sources and documents to satisfy the requirements of AFI 10-1101 or DoD 5200.1R.
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PUBLIC RELEASE OF DECLASSIFIED MILITARY TECHNOLOGY

Public release of declassified military technology is governed by various statutes and treaties. These
include:

-Title 10 U. S. C., Section 12 which authorizes the Secretary of Defense to withhold from pdisclo-
sure any technical data with military or space application in the possession of, or uicontrol of, the
Department of Defense, if such data may not be exported lawfully.

-Export Administration Act of 1979 (50 U.S.C. App. 2401-242( which addresses militaexportcon-
trols

-Arms Export Control Act (22 U.S.C. 2751 et seq also addresses military export controls

-The Military Critical Technologies List (MTCL) contains a detailed compendium of technologies
DOD assesses as critical to maintaining superior US military capabilities.

-International Traffic in Arms Regulations (ITAR) 22 CFR 120-13C which controls items othe US
munitions list, including aircraft, missiles, space systems, vehicles and ships. (includes technical
data (unclassified or classified) directly relating to controlled items.

-Missile Technology Control Regime (MTCR) The MTCR is an informal, non-treaassociation of
countries that have an established policy or interest in limiting the spread of nand missile technol-
ogy. The MTCR defines technology as "specific information which is regfor the development, pro-
duction or use of a product.” The MTCR is primarily concerned missile systems with a range of 300
km that are capable of carrying a 500kg payload.

DOD and AF guidance for the release of Unclassified/Declassified technical data is contained in the fol-
lowing directives/instructions:

-DOD Directive 5230.25 Withholding of Unclassified Technical Data from PublicDisclosure This
directive does not apply to classified technical data; howeverdeclassification, dissemination of such
data is governed by this directive. Application of directive is limited to technical data that discloses
critical technology with military or spacapplication. This directive provides the authority to cite 5
U.S.C. 552(b)(3) as the basesdenials under the FOIA.

-DOD Directive 5230.24, Distribution Statements on Technical Documel. This directivefacilitates
implementation of DOD Directive 5230.25.

-AFl 61-204, Disseminating Scientific and Technical Informatior This AF instructiorimplements
DOD Directives 5230.24 and 5230.25.

DOD OPR for the release of military technology:

- Defense Technology Support Administration, Military Technology Division (DTSA/TD/MTD).

This office is responsible for technical evaluation of munitions licenses and international agreements
relating to aircraft, large missiles and space launch systems, navy vessels, and mansubsystems.

DTSA serves as the DOD technical office to the State Department for internnegotiations related to

the MTCR annex. DTSA/TD can be reached at 400 Army Navy Drive, 305, Arlington VA 22202.

DSN: 664-5224. PLEASE contact your major command history officassistance prior to contacting
DTSA.
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DECLASSIFICATION INSTRUCTIONS FROM PRIOR EOS
EO 10501 [President Eisenhower, 5 Nov 53]
as amended by EO 10964 [President Kennedy, 20 Sep 61]
Group 1 — Excluded from automatic downgrading and declassification.
Group 2 — Exempted from automatic downgrading.
Group 3 — Downgraded at 12-year intervals; not automatically declassified.
Group 4 — Downgraded at 3-year intervals; declassified after 12 years.
EO 11652 [President Nixon, 6 Mar 72]
GDS: Downgraded at 2 full calendar years from classification date. Maximum 10
years. Downgrading and declassification took place on 31 Dec of the particular
year.
Subject to GDS of EO 11652
Automatically Downgraded at 2-year intervals
Declassify on 31 December (year)
ADS:Advance declassification schedule. Used when downgrading and
declassification took place earlier than the GDS.
Secret on (date)
Confidential on (date)
Declassify on (date)
Exempt from GDS — There were four categories of information exempted.
Exempt from GDS of EO 11652

Exemption Catetory (1, 2, 3, or 4)
1. FGI
2. Stature, crypto, intelligence sources or methods

3. System, plan, installation, project or specific foreign relationsbmatter esto national secu-
rity.

4. Disclosure that places a person in immediate jeopardy.

Excluded from the GDS — Groups 1, 2, and 3 from EO 10501 and 10964.
(Group 4 would be marked GDS.)

EO 12065 [President Carter, 28 Jun 78]

Most information was to be declassified after no more than six years. Top Secret original classification
authorities or agency heads could classify for more than six years, but had to assign a declassification date
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or event or a date for review of the information. Date, event, or review could be no more than 20 years
from the original classification date except that foreign government information could be up to 30 years.
Declassify on: (date or evenior

Review for declassification on: (date)

EO 12356 [President Reagan, 6 Apr 82]

Date or event assigned for declassification as long as national security dictated. If original classification
authority could not assign a date or event, then the OCA indicated Originating Agency ‘s Determination
Required (OADR).

Declassify on: (date or evel, or
Declassify on: OADR

NOTE:

If the declassification instructions on a document created under a prior EO do not indicate a specific date
or event for declassification, the information in that document should be treated as though it were markec
“OADR.”
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DECLASSIFICATION DATA - REQUIRED ITEMS

Keep a list of the following items when reviewing or declassifing material in your archive. Not all items
will be used in every circumstance. The ones that are # should always be noted.

1. #Document Title/Subject - if the title is classified, use first initials and indicate (classified title).
Include volume numbers.

#0OPR's Document Number

#Number of Pages

#Document Date

#Original Classification

#Action taken - (Declassify, Exempt, Refer, or Downgrade)

#Exemption Category (1-10 - listed in EO 12958, also use 0O for unreviewable material - e.g. mag-
netic tape)

#Downgrade classification - if you can downgrade but not declassify

9. #Document OPR - annotate who the current OPR is. This may be different from the originator of
the document.

10.#0Other OPR - are more than one agency responsible for the material?
11.#Referred to - for a declassification decision.

12.#Restricted Data - does the document contain RD? (If so it's automatically exempt from declassi-
fication)

13.#Formerly Restricted Data - see No. 6.
14.#Reviewer
15.#Date Reviewed

16.#Review on Date - the date you will need to review the material on again (usually 10 years in the
future)

17.Comments - anything that you may need to refer to later including (for example) the reasoning
behind your decision, the subject matter, the fact that the information is subject to export control
statutes.

18.POW - does the document contain any POW/MIA information? It is unlikely that you will have
any POW/MIA information, but if you do you need to notify the Defense POW/MIA Office.

19.NATO - any NATO information? This needs to be maintained separately from your other hold-
ings.

20.Privacy material?

21.SIOP or War Plans?

22.Accession Number - the number assigned by you when you catalog your holdings

N o s~ wDd

o
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SAMPLE STAFF SUMMARY SHEET - EMBLEM COORDINATION

Figure A31.1. Emblem Sample.

STAFF SUMMARY SHEET

10 ACTION SIGNATURE (Surname), GRADE AND DATE TO ACTION SIGNATURE (Surname}, GRADE AND DATE
1| DS COORD 6
2| CV COORD 7
3|CC COORD 8
4 | 14AF/CC | COORD 9
5 10
SURNAME OF ACTION OFFICER AND GRADE SYMBOL PHONE NKI%IE‘LFSS SUSPENSE DATE
BARNACLE, SSgt HO 123-4567 ach None
SUBJECT DATE
Review of Proposed Emblem - 321 Messkit Repair Squadron (321 MRS) 23 Mar 98

SUMMARY
1. PURPOSE. Obtain 321 SW/CC approval recommendation on proposed emblem for the 321st Space
Security Forces Squadron (321 MRS).

2. DISCUSSION.

a. The 321 MRS was activated 14 March 1998 per HQ AFSPC Order G-27. The unit has no prior history
or lineage. The unit does not have an approved emblem and is entitled to one as stipulated in Air Force
Instruction (AFI) 84-105.

b. I have reviewed the unit's proposed emblem (Tab 1) for compliance with standards established in AFI
84-105.

¢. Based on this review, I am satisfied that this proposed design is in compliance with established policy
concerning unit emblems.

3. RECOMMENDATION. 321 SW/CC recommend approval of the design by signing staff summary sheet.

JOSEPH P. BARNACLE, SSgt, USAF 1 Tab
NCOIC, Wing History Office Proposed Emblem Package
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OFFICE REQUIREMENTS CHECKLIST

A32.1. Once you have completed this checklist and identified your assets and requirements, you can get
to work on the multitude of other tasks awaiting your attention. Based on recent manpower trends, there
probably has not been an historian assigned to this unit in six months or more. Good luck. You have a lot
of work ahead of you. However, with help and guidance from your command history office, your hard
work will pay dividends.
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Figure A32.1. Requirements Checklist Sample.

ALL PURPOSE CHECKLIST pAGE

OF

i PAGES

TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA 0PR

History Office Requirements Checklist HO

DATE

1 Oct 98

NO.

ITEM
{Assign a paragraph number to each item. Draw a horizontal line between each major /

Yes

No | N/A

o> o & w N

©

7.
8.
a.
10.
1
12.
13.
14.

Does the office have a door that will allow for privacy and classified work?

. s the office centrally located near the command section?

Is the office identified, included on staff rosters, and in the phone book?
Does the office have access to a fax machine, copier, and typewriter?
Does the office have voice mail or an answering machine?

Is the office computer cleared for classified information or have alternate methods of processing

lassified information been identified?

Does the office computer have DR-Record and CD-ROM capability?

Does the office have the means to scan paper records to CD-Record?

Does the office have a functioning microfilm reader, printer, and scanner?
Does the office have a complete mobility kit (see AFI84-102)?

Does the office have internet, intranet, siprnet, e-mail, and IRIS access?
Does the office have adequate classified and unclassified storage capability?
Does the office have the minimum historical reference works?

Does the office have an atlas, dictionary, thesaurus, and a copy of AFH33-137, Tongue and Quill?

Ae mmema AEan mimis ma s
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TRAINING SOURCES

Table A33.1. Source Fundamentals.
Block 1 - Career Field Fundamentals

TOPIC Sources Recommended
Evaluation Type
Career Field Structure CFETP, CDC Course Verbal Test
AFSC Duties CFETP, CDC Course, AFRI¥erbal Test

84-101, 84-102, 84-103, 84-105

USAF History, Museum, and ArtAFIs 84-101, 84-102, 84-103 Written/Verbal
Program policies, structure, anp@4-105, CDC
background

Air Power History and Doctrine AFDD 1, PFE Study Guide, AWTritten/Verbal Test
Power History Seminar

Familiarity with AF and MAJCOM AFI 36-2803 Written/Verbal Test
History Awards

Block 2 - Historical Products and Services

Prepare Semi-Annual HistoricaAFI84-101 Performance

Activity Report

Evaluate Organizational Emblems AFI84-101 Performance/Written
Maintain/Update/Provide LineageAFI84-101 Performance

and Honors Data

Use External Reference Agencies  CDC, Handbook Performance/Writteén

Establish/Maintain Historical Ref-AF184-101, AFHRA Archivel Performance/Written
erence Repository (Archives) Course

Promote History Program to ComAFI84-101 Performance

mander and Staff

Maintain Historical Library CDC, Handbook Performance
Answer Historical Queries CDC Performance
Prepare History Annex for UnjtCDC, Handbook Performance/Written
Plans

Manage Unit Inactivation Activii CDC, Handbook Performance

ties

Prepare Periodic Histories AFI84-101, Handbook, CD(C Performance

Conduct Research for Periodic H|sAFI84-101, Handbook, CDC Performance/\Written
tory
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Evaluate Documents for RelevanHandbook, CDC, AF Instrud-Performance
cy/Accuracy tions
Prepare History Outline Performance
Organize Documents AFI84-101, Handbook Performance
Interview Key Personnel OJT Trainer, Local Resourc&erformance
MAJCOM Guidance
Transcribe Interviews MAJCOM Guidance, Local R&erformance
sources
Select Topics for History AFI84-101, CDC, Handbook Performance/Writtel
Prepare Narrative AFI84-101, CDC, Handbook Performance
Prepare Front Matter AF184-101 Performance/Written
Prepare Appendices AFI84-101, Handbook Performance/Writte
Prepare List of Documents AFI84-101 Performance
Prepare Distribution Page AFI84-101 Performance
Number and Bind Supporting DogAFI84-101 Performance
uments
Prepare Citation and ReferencAFI84-101, CDC Course, Hang-Performance/Written
Footnotes book
Prepare Charts, Tables, and lllu#FI84-101, CDC Course, Hang-Performance/Written

trations

book

BLOCK 3 - Contingency and Wartime Operations

Understand Historian’s Role [nAFI84-102, Handbook Written

Contingency and War

Know History UTCs AFI84-102 Written

Establish and Maintain Mobility AFI84-102 Performance/Written
Kit

Complete Mobility Training Ref AFI84-102, Handbook CFETP| Compliance
quirements

Prepare History Annex to Plans Local Sources, MAJCOM/HO  Performance
Collect Historical Documents, PhpHandbook, CDCs, Instructionsf  Performance
tographs, Graphics, Other Mateyi-

als, and Conduct Interviews

Analyze Data OJT Trainer, Local Resources Performance
Safeguard Information AFls Performance/Written
Prepare Contingency HistoricpAFI84-102 Performance
Reports

Apply Classification Markings AFls, Handbook Performance/Written
Submit Reports to AppropriateAFI84-102, AFI84-102 Performance

Agencies

89
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Prepare History Contingency Ops
ations After-Action Report

2rAF184-102, Training Handbool

Performance

N

Block 4 - Administrative and Security Activities

Complete Computer Training Local Resources Performance
LAN Training Local Resources Performance
E-Mail Local Resources Performance
Intra and Internet Use Local Resources Performance
Microsoft Office® Local Resources Performance
Word 6.0 (or later version)®| Local Resources Performance
Spell/Grammar Check Local Resources Performance
Microsoft Powerpoint® Local Resources Performance
Windows Applications® Local Resources Performance
Conduct Security Checks AFls 31-Series Performance/Writtep/
Verbal
Prepare Security Forms AFls 31-Series Performance/Written/
Verbal
Wrap/Mail Classified Material AFls 31-Series Performance
Coordinate Historical Products AFI84-101, AFI84-102, Handerformance/Written/
book, Tongue & Quill Verbal
Prepare Staff Summary Sheet Tongue & Quill Performance
Prepare Point Paper Tongue & Quill Performance
Prepare Briefings/Slides Tongue & Quill Performance
Prepare File Plan AFI37-122, AFI37-123 Performance
Type 25 WPM Performance
Store Classified Materials AFIs 31-Series Performance/Written/
Verbal
Determine “Need to Know” AFls 31-Series Performance/Written
Verbal
Prepare Official Memorandum AFls, Local Resources, TondRerformance
& Quill
Prepare Messages Usihg Performance
Sarah-Lite®
Prepare Memo For Record Tongue & Quill Performance
Prepare Indorsements AFls, Tongue & Quill Performance
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	This handbook provides guidance on the management ...
	Chapter 1 WRITING PERIODIC HISTORIES
	1.1.� General.
	Writing periodic organizational histories is the p...

	1.2.� Information Sources:
	1.2.1.� The most important aspect of writing a sol...
	1.2.2.� Focus your initial research efforts on pri...
	1.2.3.� Occasionally, these sources may be difficu...
	1.2.4.� Orders. Orders are among the first type of...
	1.2.4.1.� Many times, numbered air forces (NAFs) a...

	1.2.5.� Other Documentary Sources. You will find o...
	1.2.5.1.� When researching subordinate unit and ac...
	Table 1.1.� Supporting Document Numbers for G-Seri...

	1.2.5.2.� Comments that action officers, commander...
	1.2.5.3.� Attending staff meetings, wing stand-up,...

	1.2.6.� Feeder Reports. Feeder reports appear in a...
	1.2.6.1.� Here are a few final notes on documentar...
	1.2.6.2.� Use your unit's previous histories. Thes...

	1.2.7.� Non-documentary Sources[rsf1]. Non-documen...
	1.2.7.1.� Conversations are another non-documentar...
	CAUTION: Be careful. Second-hand information, espe...

	1.2.7.2.� Finally, you may witness some events con...
	Table 1.2.� Standard Documentary Sources.



	1.3.� Getting Organized - Preparing To Write:
	1.3.1.� Now that you have completed your initial r...
	1.3.2.� Selecting Documents. Document selection pl...
	1.3.2.1.� Does this document accurately describe t...
	1.3.2.2.� Is the document valid (signed, dated)? [...
	1.3.2.3.� Does the document provide details not av...
	1.3.2.4.� If you answer "yes" to these questions, ...

	1.3.3.� Organizing Documents. Now that you have co...
	1.3.3.1.� As you file, you will probably notice th...
	1.3.3.2.� Before we leave this section, there's on...


	1.4.� Writing The History - Chapter Requirements:
	1.4.1.� Now, write the history. That statement see...
	1.4.2.� Front Matter. Air Force Instruction 84-101...
	1.4.3.� Chapter I, Mission, Command, and Organizat...
	1.4.3.1.� Discuss administrative and operational c...
	1.4.3.2.� Discuss organizational changes implement...

	1.4.4.� Chapter II, Operational Activities and Cre...
	1.4.4.1.� After describing operational equipment a...
	1.4.4.2.� Once the operational systems and crew re...
	1.4.4.3.� Organizations with assigned aircraft dis...
	1.4.4.4.� Include in this chapter discussions of o...
	1.4.4.5.� The operations chapter must also include...
	1.4.4.6.� Operational activities must also include...

	1.4.5.� Chapter III, Logistics Functions. Logistic...
	1.4.5.1.� Include data on supply effectiveness, as...
	1.4.5.2.� Identify important transportation activi...

	1.4.6.� Chapter IV, Base Support Functions. Finall...
	1.4.6.1.� Budgetary discussion should include curr...
	1.4.6.2.� Facilities discussion should not be limi...
	1.4.6.3.� Under facilities, military family and un...

	1.4.7.� Back Matter. As with front matter, AFI84-1...

	1.5.� Writing The History - Style And Format:
	1.5.1.� We all learned at the Historian Apprentice...
	1.5.2.� Style. The narrative style is, simply stat...
	1.5.2.1.� To develop the narrative style, consider...
	1.5.2.2.� Each history, section, and paragraph sho...
	Figure 1.1.� History Narrative Example #1.

	1.5.2.3.� Notice that the bulk of this narrative f...
	1.5.2.4.� Notice, also, that the writer has used i...
	1.5.2.5.� In the next paragraph, again the author ...
	Figure 1.2.� History Narrative Example #2.

	1.5.2.6.� In the example above, the author has alr...
	1.5.2.7.� In the preceding paragraphs, the authors...
	1.5.2.8.� Here are a few final notes on format. Av...

	1.5.3.� Voice and Tense. We all learned that histo...
	1.5.3.1.� There are a couple of ways to identify p...

	1.5.4.� Format. Air Force Space Command histories ...
	1.5.4.1.� While much of the formatting of your his...
	1.5.4.2.� Avoid stringing charts, tables, and othe...
	1.5.4.3.� Here is the last note on illustrations. ...

	1.5.5.� Depth of Coverage. One of the ingredients ...

	1.6.� Reviews Of Unit Histories:
	1.6.1.� The primary reason for reviewing unit hist...
	1.6.2.� Unsatisfactory.
	An Unsatisfactory history fails to cover a majorit...

	1.6.3.� Marginal.
	A Marginal history does fully meet the requirement...

	1.6.4.� Satisfactory.
	A satisfactory history is submitted on time, compl...

	1.6.5.� Excellent.
	An Excellent history meets all the requirements of...

	1.6.6.� Outstanding.
	Outstanding histories surpass Excellent histories ...


	1.7.� Summary:
	1.7.1.� This chapter has dealt with the organizati...
	1.7.2.� The key to preparing the organizational hi...
	1.7.3.� Remember to use your own technique and wri...


	Chapter 2 INFORMATION SECURITY
	2.1.� General.
	One of the primary considerations after writing yo...

	2.2.� Classification Authority and Declassificatio...
	2.2.1.� Within Air Force Space Command, you will f...
	2.2.2.� The United States uses three classificatio...
	2.2.3.� Classification Authority. First, historian...
	2.2.4.� Declassification Instructions. Every class...
	2.2.4.1.� If your history derives its classificati...
	2.2.4.2.� Histories, studies, and other reports de...
	2.2.4.3.� Occasionally, you will still find docume...
	2.2.4.4.� Obviously, with all these different type...


	2.3.� Warning Notices And Administrative Controls:
	2.3.1.� In addition to classification markings, do...
	2.3.2.� The Security Notice and Administrative Con...
	2.3.3.� In footnotes, indicate overall classificat...
	2.3.4.� In unclassified volumes, include an admini...

	2.4.� Declassification And Public Release:
	2.4.1.� Declassification is a huge federal underta...
	2.4.2.� Declassification. Executive Order 12958, P...
	2.4.2.1.� Your review and declassification decisio...

	2.4.3.� Public Release of Unclassified Information...
	2.4.3.1.� In Air Force Space Command, much of this...


	2.5.� Summary:
	2.5.1.� The most important point of these pages on...
	2.5.2.� Finally, if you have questions, ask for as...


	Chapter 3 MANAGING UNIT HERALDRY
	3.1.� General.
	Heraldry plays an important role in individual org...

	3.2.� Organizational Emblems:
	3.2.1.� Emblems tie units to the past, link them t...
	3.2.2.� Which Organizations are Entitled to Emblem...
	3.2.3.� Redesignations and Mission Changes. Neithe...
	3.2.3.1.� These policies also hold true for mottos...
	3.2.3.2.� Generally, HQ AFSPC History Office and t...

	3.2.4.� Activations. When HQ AFSPC prepares to ord...
	3.2.4.1.� Here is an example. Air Force Space Comm...

	3.2.5.� Squadron Mergers and Consolidations. Treat...
	3.2.6.� Emblem Design and Submission. Air Force In...
	3.2.6.1.� Once the design complies with the requir...
	3.2.6.2.� Prior coordination and review by HQ AFSP...
	3.2.6.3.� Air Force Instruction 84-105 also advise...
	3.2.6.4.� Recently, the Air Force Historical Resea...


	3.3.� Lineage And Honors Histories:
	3.3.1.� One of your responsibilities as the wing h...
	3.3.2.� For example, the 50th Space Wing, previous...
	3.3.3.� Because the two establishments (an establi...
	3.3.4.� Because the lineage and honors histories o...

	3.4.� Heritage Pamphlets:
	3.4.1.� Heritage pamphlets not only provide reader...
	3.4.2.� Writing the Heritage Pamphlet. Follow the ...
	3.4.2.1.� Include appendices in the heritage pamph...

	3.4.3.� Review and Distribution. Because your heri...
	3.4.3.1.� After receiving the commander's approval...
	3.4.3.2.� Finally, maintain an electronic (or digi...


	3.5.� Material Heritage:
	3.5.1.� The material heritage of Air Force organiz...
	3.5.2.� Managing Material Heritage. Air Force Inst...
	3.5.2.1.� First, realize the difference between ma...
	3.5.2.2.� Controlling, safeguarding, and preservin...
	3.5.2.3.� Controlling the material heritage of you...
	3.5.2.4.� This type of inventory sheet is simple t...
	3.5.2.5.� Displaying the items may take a little m...
	Table 3.1.� Example of Material Heritage Inventory...



	3.6.� Summary:
	3.6.1.� Managing unit heraldry can be an interesti...
	3.6.2.� If you are responsible for creating or mai...


	Chapter 4 OFFICE AND PROGRAM ADMINISTRATION
	4.1.� General.
	There is a lot to be learned about office administ...

	4.2.� The Office - Starting At The Beginning:
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	4.2.2.� Look around your office. Do you have a com...
	4.2.3.� Administrative Files.
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	4.2.5.� Budget and Supply. When it comes to budget...
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	4.6.� Summary:
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	6.1.� General.
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	6.2.� Five-Skill Level Training:
	6.2.1.� The five-level training program is designe...
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	6.6.� Summary:
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